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Utility Planning - Advanced 12/15/2000

Background for Course

Utility M anagement Training Series

This course was developed as one of a series of six courses to provide utility managers of small sanitation
facilities a basic understanding of the principles and practices involved in managing water and wastewater
sanitation facilities. Each class is a 32 hour course.

The first course in the series islntroduction to Utility Management . This course provides and overview of
what it means to manage a utility, and breaks the management of a utility into five sections; organizational
management, personnel management, planning management, operationa management, and financia
management. The five remaining courses each cover one of these topics to a greater depth. The order that a
student completes the classes is unimportant other than the Introduction class should be taken first. Itis
hoped that by the time the utility manager completes all six of these classes, that they will have a good
understanding, and the tools to address most of the issues that they will have to face in managing a utility.

Often we are asked, “ Who should attend this class?’ . The classes are targeted at managers of water and
wastewater systems in communities with a population between 100 and 1500. Communities smaller than
100 will usually have very limited systems and staff, and not need to, nor have the capabilities to do most of
the processes, described in this course. Those systems that serve communities over 1,500 in population
typically have hired experienced professiona staff that have aready implemented the process described
here, or contract for their implementation. What if there is not a person with Manager as title? While there
may not be a person with that title, there is usually one person that is responsible for overseeing the day to
day operation of the utility, this person is the Manager. This person can actually be Council Member,
Mayor, Chief, Operator, or Clerk. The easiest way to identify this person is to ask ether the clerk or
operator “ If acustomer came to you with a complaint that you could not fix immediately, who would you go
tell them to talk to?" That person is most likely the Manager.

Advanced Utility Planning Class

This course is the advanced course specificaly on planning for water and wastewater utilities. We redize
that there are many ways to do planning. This course is based upon the process described it he Alaska
Sanitation Planning Guide for Small Communities . The planning steps described in this course will lead
you through a process that will give you a good qudlity plan. If you are have dready started planning, and
are using a different process, there are aso many topics discussed in this course that can be applied to your
planning process to make sure that it does not miss any critical steps.

While this class is aimed at sanitation utility planning, to alarge extent planning is planning. Most of the
processes described in this course can be applied to any planning process that may be going on in a
community.

Ingtructor Manual Pagei Department of Community and Economic Devel opment
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Layout of the Instructor’ s Guide

Severd versions of the instructors guide (and student manual) were developed before the present version
was settled on. In this version, the instructor’ s guide contains both instructions to the instructor, and the
complete student manual. Starting with Chapter 1, the instructions to the instructor are found on the left
hand side of the page, while the student manua page is printed on the right hand side. Both pages are keyed
to a certain overhead which is displayed at 1/4 size on the student page, and thumbnail size on the
instructor’ s side.

It is anticipated that the overheads will be the foca point of the teaching. The Spoeaker Notesare keyed to
the points listed on the overhead. The Instructor Tipssection is intended to give the instructor some
background information on why these points are listed, and connections that should be made. Theldeas

for Real Life Examplesis pretty self-explanatory. Itis STRONGLY encouraged that the instructor take the
time before the class to jot down some notes of persona experiences in these sections. In teaching these
workshops over the past severa years we find that it is these redl life examples that have created the greatest
connections with students. These connections are key in getting discussions going as the course progresses.

The instructor’ s page aso has a Referencessection. This will list things such as where in the Planning
Guidebook that the topic is discussed, where in theTechnica Appendix of the guidebook the form may be
for the topic, or what other reference material may be referenced.

If an exercise has been developed that seems to fit into the curriculum athis time, ared Exercise box will
appear below the thumbnail of the overhead. That does not mean that you must use a exercise a this point.
It is just a clue that if you would like to use an exercise, there is one in the curriculum that will fit with the
topic being discussed. The specifics of the exercises (often there will be more than one) will be listed in the
Speaker Notes section.

Findly, thereis a Time Bar located right above the Speaker Notesbox. The Time Bar is intended to let you
know where you are at in the chapter. 1t does not take into account any exercises you may want to include,
or time needed for worksheet completion and review. Just the overheads/lecture portion. If you are on the
5" of 10 overheads, the Time Bar will be 50% shaded.

Department of Community and Economic Devel opment Instructor Manual Page ii
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Delivery Sequence

There are 8 chapters in the class. Each chapter represents a 4-hour block of time. Chapters 1 and 8 include
the pre and post tests, so the presentation sequence for them will be unique. The presentation sequence for
chapters 2-7 will be similar. Each of these 4 hour blocks will contain approximately 90 minutes of lecture,
80 minutes for exercises, 20 minutes to complete the worksheet, 20 minutes to discuss the worksheset, 10
minutes to complete the action plan, leaving 20 minutes for breaks (usualy two 10 minute bresks). The
time for the exercise can be split between severd (usudly 2) short ones, or one longer one.

For chapter 1 which contains the pre test, the sequence is usualy: Welcome remarks 15 minutes,
housekeeping items-15 minutes, Introduction lecture (part 1)-30 minutes, pre test-60 minutes, Exercise-45
minutes, Intro lecture (part 2)-30 minutes. That will leave about 25 minutes unaccounted for. We did this
intentionally to give some freedom in atering the lesson plan. Sometimes it will be hard to get everyone
together to start, it may take more or less time for folks to complete the pre test, or depending upon the
number of students, the recommended exercise may take more time. Hopefully the instructor can use this
first recommended exercise to start a discussion, and making connections with the students that will carry
through the class.

In chapter 8 the key is to leave enough time to grade the test. To do this, the lesson sequence that is
recommended is: review of materia — 45 minutes, post-test 60 minutes, action plan development — 30
minutes, discussion of action plans — 45 minutes , discuss test — 30 minutes, and hand out certificates — 15
minutes. Thereis no time alotted from breaks. In practice, thereis alot of time for students to take a break
either by completing their action plan early, or finishing the test early.

Ingtructor Manual Page iii Department of Community and Economic Devel opment
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Pre and Post Tests

The Pre and Post Tests are not used to judge a specific level of competency for the course. The pre and post
test are the same questions, asked in the same order. This makes them useful in two ways. Thefirst is to see
how much each student learned during the class. The second is to evaluate how well the class was taught.

In the past, when looking at the scores of the students, it is very typica to see a 30-60% increase in scores
from the pre to post test. There have been exceptions to this however. |If the students scored high on the pre
test, it is common for the increase to be under 10%.

The most useful purpose to the pre and post tests have been to guide the instruction. Looking at the topics
of the pre test questions that are missed can give the instructor an idea of which areas need to be emphasized
during teaching of the class. Evauating which questions were missed on the post test sometimes reveal
where ideas discussed during the class were presented in a confusing and contradictory way. While this is of
little use to the students at the current class, it will help are useful in comparing improvement this course to
provide focus and insight. Finally, a taly of which questions were missed most on the pre and post test
allows us to find confusing, contradictory, or just plain bad questions.

Originally 100 different questions were developed for the tests. For ease of use, we have created two
different 50 question tests. These have been designated Test A and Test B. You can use ether one test for
all students or divide the class and give both test A and test B. 1f you do the latter, you should record which
students received which test so that they can be given the same test for the post test.

Department of Community and Economic Devel opment Instructor Manual Pageiv
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Using the Over heads

The overheads are the primary visua tool used to present the course. We have found that the having them as
overhead transparencies works best. Overhead projectors are found in most regiona centers and don’ t
require the instructors to haul equipment to the location. The overheads are available as a PowerPoint
document. Thefileis approximately 25MB in size, so it would have to be put onto a hard disk or CD.

The course materials is highly integrated with the overheads. If overheads need to be skipped or reordered,
you will need to let the students know, so that they will not become confused since the overheads appear in
the student guides.

Instructor Manual Page v Department of Community and Economic Devel opment
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Using the Exer cises

There were alarge number of exercises developed for the training, more than can be given in any one class.
This was intentionally done to alow the instructor the flexibility in giving the course. Which exercises are
used will vary with class size, materials available, interest in certain topics, or time available during the
session.

If an exercise has been developed that seems to fit into the curriculum at a certain spot, a redexer cise box
will appear below the thumbnail of the overhead in the instructor’ s guide page. A description of the exercise
will appear in the Speaker Notes section. You are not required to use the exercise if it is shown, this is just a
suggestion. Some exercises may be suggested at severa points in alesson,or in several lessons. You
should go though the course in advance and select which exercises you want to use. You may want to keep
some of the more versatile exercises in reserve in case you finish a lesson early.

Exercises are akey piece of the Utility Management Training materials. In designing the training, there

were severa reasons for including a large number and type of exercises. Thefirst is dlow the participants to
apply the principles and ideas being taught. Learning by listening is only so effective. By allowing/

requiring the participants to apply techniques or approaches to situations, they must develop a greater
understanding of the topic and how it can be applied, or the pitfals of applying it in red life.

A second reason is to vary the pace of the workshop. It is strongly encouraged that there be separate areas
for listening to the lecture and doing the exercises. This gets the participants up and physicaly moving, and
it alows them to keep their books and other materias in one place without having to clear the tables to do
the exercise or get into groups.

The exercises vary between individua, small group and large group. 12 people for the class is ided,
because it can be easily divided into groups of 1, 2, 3, 4, or 6. We have found that groups of 3 or 4 work
best. It dlows everyone to participate, but is not to large the people can let a couple do al the work.
Whether to keep the same small groups together throughout the course, or to constantly change them really
depends upon the persondlity of the participants. |If the participants seem to be shy, it is generdly better to
keep the groups the same. This dlows them to become comfortable with their teammates throughout the
week. the room be set up so that the participants must physicaly move away from where they sit and listen
to the lecture to complete the exercise. there be areas away from the main teaching areas for participant to
do the.

Department of Community and Economic Devel opment Instructor Manual Page vi
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Using the Wor ksheets

The worksheets are designed to act as a chapter review. Some participants prefer to fill in the worksheets
during the discussion. Others will want to wait until the lecture and discussion is over to complete them. In
the course introduction you should let the participants know that either method is acceptable.

The course as planned allows time to complete the worksheets at the end of each chapter. There should also
be time programmed to review the worksheets. In giving this course is the past, we have found it extremely
helpful to vary the method of the review. Different methods include:

- Going around the room in sequential order and having the students answer the question

- Picking students at random to answer questions.

- Selecting students to answer questions by having them raise their hands.

- Dividing students in teams and making a competition of it. This is done by dternately asking each
team a question. If they answer it correctly, they get one point, if they miss it they lose one point and
the other team gets to try and answer it. If you are going to use this review method, it is advisable to
break them into teams, and give them 5 minutes (or some appropriate, but limited time) to complete
the worksheet first. This requires them to work as ateam to get al the answers.

Answer sheets to each worksheet should be handed out after the review period is completed.

Instructor Manual Page vii Department of Community and Economic Devel opment
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Using the Action Plans

The Action Plans grew out of aneed for helping participants with follow up. The workshop introduces a
large amount in information, ideas, and processes. |deas that come to students in the early part of the
workshop tend to get lost by the end of the workshop.

The idea of the Action Plan is for the student at the end of each section (lessons 2-7) to write down at least
one thing (and no more than 3) that they learned that lesson that could be done in their community to
improve things. On the fina day after the post test, participants can take the 6 action planning sheets that
they have and prioritize the top 3 things that they feel need to be done, and can be accomplished in their
community.

Generdly, as part of the summary wrap up (while someone is scoring the post test), aflipchart can be put up
for each community and the top three Action Plan items can be listed and discussed. This is useful for a
variety of reasons:

It gives the participant a chance to say what they feel and sometimes modify or add to their
action plan list.

| gives other participants a chance to see what other communities are struggling with, what
they will be doing, and possibly opens up opportunities for networking between
communities.

The instructor can take note of what participants are focussing on. This can give a hint at
where the training was especialy liked, or where more training may need to be done.

The Action Plan can be copied down and used by technica assistance people to provide
follow up assistance.

Department of Community and Economic Devel opment Instructor Manual Page viii
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Teaching M aterial Checklist

oo duoodoodoD oodoodod

Student Manuas

Acetate overheads

Worksheets

Worksheet answers

Pre & Post test

Pre & Post test answers

Copies of exercises (and any exercise materias that may be needed such as maps)
Copies of reference materid if needed (planning guidebook, technical appendix, master
plans)

Overhead projector

Screen for overhead projector

Extension cord

Flip chart and easels

Broad tipped markers for flip charts

White board markers (if necessary)

Masking (drafting) tape for hanging up flipchart sheets on walls
Pens\pencils for students

Student registration forms

Completion certificates

Prizes

Slide projector (if using PowerPoint instead of overheads)
Student Manuas

Room Setup Checklist

ol oOd odo

Enough room for separate areafor lecture and exercises

Electric outlets that are nearby and work

Are chairs/tables set up to allow everyone to see screen, and have enough room to spread out
materials?

Know location of light switches, heating controls, restrooms

Find out policy on taping flipcharts to walls (alowed? Type of tape? Pinning instead of
taping?)

Are arrangements for coffee\tea made

Are arrangements for snacks made

Instructor Manual Page ix Department of Community and Economic Devel opment
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Reference M aterials

There are severa supplementa materials listed below that are referred to during the course. There are also a
severd sources listed that may have material you could use to supplement the teaching materials. The
supplemental materias are useful complements to the other training materials. For example, you will see
references to the sanitation planning guide and technica appendices. In addition, it could be useful to obtain
acopy of asanitation master plan from another community in your region. Review an actua sanitation
master plan to see how the ideas you learn in the course are explained or described in the actual planning
document.

It is recommended that you have a copy of any reference materials used or discussed in the class available
for students to review. You can set up areference book table in the back of the class for the materids to sit
on al week. You may want to put a sign up sheet for the students to request certain materials be mailed to
them. Do this only for those materias that you can get copies of.

Alaska Sanitation Planning Guide for Small Communities, June 1999, Alaska Department of Community
and Economic Development.

Technica Appendix to the Sanitation Planning Guide , June 1999, Alaska Department of Community and
Economic Development.

Village Land Reconveyance Planning — A Handbook on ANCSA Section 14(c) , updated 1991, Alaska Native
Foundation

Department of Community and Economic Devel opment Instructor Manual Page x
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Instructor Tips References S e
* Sanitation Plannin

» Make sure everyone has a student manual. Guide (SPG) 9 Utility Planning

* The setting is important. Organize the room , Management

(tables, chairs, audiovisuals) to fit the size of the * SPG Technical

group and the shape of the room. Appendices

* Test dl audiovisua equipment such as the slide
p]on_ector, overhead, microphones, and screen, ahead
of time.

*Supplies (bulbs, markers, extension cords, easels, -

*Be flexible (i.e. be ready to do the presentation

without electronic media etc.)

Decerber 15, 2000

Speaker Notes

Use this slide to provide a brief overview of the class materials.

eI ntroduce yourself and welcome participants to the DCED Introduction to Utility Planning Course.
Describe how to use the student manual

*The manua covers the course caled “ Introduction to Utility Planning” and is divided into a series of
lessons. Each lesson covers a single topic. There are 8 lessons total in the course. Briefly explain what you
will cover in the course.

*You may want to point out to students that slides you will be using are contained in their manuals.
I dentify supplemental materials

*There are severd supplementa materials that might come in handy. In particular, you should have a copy
of the sanitation planning guide and technica appendices. You may aso want to have a copy of an actua
sanitation master plan from areal community.

Describe therole of the supplemental materials. The supplemental materials are useful complements to
the other training materials.

Prompts for the location of these materials are included in the manua and the slide show in the box called
References.

The blue box indicates the slide is an overview with more information to follow. The red box indicates an
exercise is to be conducted. Text highlighted ingr een represents a potential test question.

I nstructor Manual Page 1 Department of Community and Economic Development
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Course Introduction

State of Alaska

How to use this student manual Depar tment of Community and
Economic Development
The student manual covers the course
caled “ Introduction to Utility
Planning” and is divided into a series

of lessons. Each lesson covers a Utility Planning

single topic. There are 8 lessons in

the course. Management

All slides used during the course are
included in the manual.

Supplemental Training M aterials

There are severa supplemental
materials to assist you during the
course and later when you return to
your community. The supplementa
materials are useful complements to
the other training materials. For
example, you will see references to
the sanitation planning guide and
technical appendices. In addition, it
could be useful to obtain a copy of a
sanitation master plan from another community in your region. Review an actual sanitation
master plan to see how the ideas you learn in the course are explained or described in the actua
planning document.

Student Manual

December 15, 2000

Organization of the Student M anual

There are severa exercises that will be completed during the course. There are aso a pre-and
post-test. There are also worksheet for most of the chapters to help review the material.

Pur pose of the Wor ksheets and Exer cises
The worksheets and exercises are alarge part of the course. Each lesson has a worksheet and

exercise provided. They are designed to complement and expand upon the materias discussed in
the lessons.

Department of Community and Economic Devel opment Page 1



Utility Planning - Advanced

12/27/2000

Goal of this Lesson

To understand the basic outline of the DCED Utility
Training program and the outline of the 8 Lessons
that make up the Utility Planning Course.

Educational Objectives

After completing this lesson participants should be
ableto -

* ldentify you by name.

« |dentify the 6 courses that make up the DCED
utility training program.

* |dentify and briefly describe the 8 training lessons

Schedule:

Lesson 1: 4 hours

Length:

Introductions 1 hour

Icebreaker 15-30
minutes

Course Overview 1
hour

Pretest 1 hour

Equipment/Supplies:

Overhead Projector

Lesson 1: Introduction
to Utility Planning

« Class Introductions

* Housekeeping

* Purpose of the course
* Expectations

« DCED Utility Training Series
Overview

« Loca Planning
« Planning for Utilities

Exercise 1

that make up the Utility Planning Course.

* Nametags for each
student

e Student Manuals
» Exercise 1 Materids.
* Pretest for each student

Speaker Notes

* Usethisdlideto provide a brief overview of the first lesson.

* Giveabrief description of your background and credentials.

e Pass around a sign-in list.

» Point out the location of fire exits, telephones, restrooms, drinking fountains, food, etc.

position or job they hold in the community.
» Have participants explain why they are taking the course.
» Explain the requirements to get continuing education credits.
» Completion of pre and post tests.
* Attendance.
* Ec...
» Sharethe overall god of the course with the students.
» Briefly describe the contents of the student manual.
» Sharethegod of Lesson 1.

Conduct Exercise1l --" lce-breaker” exercise

Purpose of exercise 1 isto increase student “ comfort” level in the class by getting to know other
students.

» Have participants introduce themselves by sharing their names, the community they are from, and what

I nstructor Manual Page 2
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Lesson 1

Introduction to Utility
Planning Lesson 1: Introduction

to Utility Planning

e (Class Introductions

Lesson 1: 4 hours

Schedule: » Housekeepin
- Introductions 1 hour eeping
| cebreaker 15-30 minutes * Purpose of the course
Pretest 1 hour . . .
» DCED Uitility Training Series
L ear ning Obj ectives Overview

After completing this lesson you ’ Local_ Planning o
should be able to identify the 6 « Planning for Utilities
courses that make up the DCED
utility training program and i dentify
and briefly describe the 8 training
lessons that make up the Utility
Planning Course.

The student manual contains
information that corresponds to each Slide 2
lesson lecture, references for
additiona information on sanitation planning, and a set of worksheets.

Overview

This lesson is an introductory lesson that describes the basic outline of the DCED Utility
Training program and the outline of the 8 Lessons that make up the Utility Planning Course.

The Governor’ s Council on Rural Sanitation sponsored development of this curriculum along
with the Sanitation Planning Guidebook (supplement to this course) because they discovered that
it is not enough to provide money and engineers and materias to rura communities. Building a
good water and sewer system is part of building a good community and it takes the whole
community to do that, working as partners with agencies and consultants. This course is
designed to improve your understanding of the planning process.

Page 2 Community and Economic Devel opment
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I nstructor Tips
Series Overview

* Thisis an overview slide to introduce the students - SxCarms(@Rrarser)
to the 6 utility courses offered by DCED. ’

» Don’t spend too much time on this slide as
additional slides follow with more detail.

* You may want to have a set of the other course
manuals to show students.

C
o
=
(@]
-
§®)
(@]
-
—
c
—
c
%
—

Ideas for Real Life Examples Potential Discussion Questions

* Think of some typical problems faced by utility « Ask students if any of them have taken one
managers e.g. finding funding, staffing, training, of the other courses.

budgets, etc. Discuss how the 6 courses help to

develop the skill set needed to deal with these

problems

Speaker Notes

There are 6 week-long courses offered by DCED. They are:
eIntroduction to Utility Management
*Organizational Management
*Financial Management
*Personnel Management
*Operational Management | and I, and
eIntroduction to Utility Planning

Each courseis 32 hours long (4.5 days).

I nstructor Manual Page 3 Department of Community and Economic Development
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Utility Planning - Advanced

DCED Utility Training Series
Overview

There are 6 week-long courses
offered by DCED. They are:

1. Introduction to Utility
Management

Financial Management
Personnel Management

agbrwbd

and I
Introduction to Utility
Planning

o

Each course is 32 hours long (4.5
days). This course is but one of those
6 weeklong courses —Introduction to

Utility Planning.

Or ganizational Management

Operational Management |

DCED Utility Training

Series Overview

» Six Courses (32 hours each)
— Introduction to Utility Management
— Organizational Management
— Financia Management
— Personnd Management
— Operations Management
Planning

Planning for Utilities Slide 3

Department of Community and Economic Development Student Manual Page 3
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Instructor Tips Refer ences
Management

-
o . .
y3f * Thisis aslidefor you to generally discuss the :\;I]tmd”cnonttgtué'“?’ e e
=8 contents of the Introduction to Utility Management anagement > Loen ! it e of tefie
U CO y Manual, 3I’d Ed|t|0n utility n]awangveqt tyop\cs
(@M Course. - Organzatonal Managerat
= : :
=8 * You might want to display acopy of the
PR | ntroduction to Utility Management training manual.
=
i
—l
|deasfor Real Life Examples Potential Discussion Questions
» Provide an example of how the skills learned in « Ask students if any of them have taken the
this course will help the students do their everyday Introduction to Utility Management Course?
jobs.
Speaker Notes

Thelntroduction to Utility M anagement is the first one of the 6 course series.
It is approximately four days long (32 hours).
Provides an overview of the five utility management topics

*Organizational Management

*Personnel Management

*Oper ational Management

*Financial Management

*Planning

The goal of the 32 hour Introductory course is to provide utility managers of small water and sewer facilities
abasic understanding of the principles and practices involved in managing their facilities. Small facilities
means communities of 100-1500 in size. By taking the introductory course, students should be well-
prepared to go on to the more advanced courses on each specific topic.

I nstructor Manual Page 4 Department of Community and Economic Development
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Utility Planning - Advanced

I ntroduction to Utility
M anagement

TheIntroduction to Utility
M anagement is the first one of the 6
course Series.

The course provides anoverview of
the five utility management topics:

Or ganizational Management
Personnel Management
Operational Management
Financial Management
Planning

The goa of the 32 hour Introductory
course is to provide utility managers
of small water and sewer facilities a
basic understanding of the principles
and practices involved in managing
their facilities. Small facilities means
communities of 100-1500 in size. By
taking the introductory course,
students should be well-prepared to
go on to the more advanced courses
on each specific topic.

‘ — Planning

Planning for Utilities

| ntroduction to Utility

Management
e 1st course in the series
* Oneweek long

* Provides an overview of the five
utility management topics
— Organizational Management

— Personnel Management
— Operationa Management
— Financia Management

Slide 4

Department of Community and Economic Development

Student Manual Page 4
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% | nstructor T|pS Refer ences
. . Organizational Management
y3f * Thisis aslidefor you to generally discuss the :\DACED Orgatmsztatéon?l oo
) tents of the Organizational Management Course anagement Studen ‘
o) con 9 ag ' Manual,.
g * You might want to display acopy of the
=8 Introduction to Organizational Management training
PR manual.
c
i
—
|deas for Real Life Examples Potential Discussion Questions
* Provide an example of how the skills learned in * If you' ve taken this course, please sharethe
this course will help the students do their everyday highlights of what you learned.
jobs.
Speaker Notes
This course provides more detail on the following concepts of Or ganizational M anagement.
What is an organization Accountability
Level of Service Public Relations
Utility Ordinance Work Space Management
Customer Agreements Agencies and outside help
Roles & Responsibilities Regulations

The course discusses various forms of loca organizations that may own, govern, or manage and operate
water and wastewater utilities in Alaska. The course addresses the governance of autility, including local
laws and legal documents. The course focuses on the organization of the entity that will manage and
operate the utility including an overview of the responsibilities, authority, and accountability of personnel.

I nstructor Manual Page 5 Department of Community and Economic Development
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Organizational M anagement

This course is designed to provide
more detail on the following concepts

of Organizational M anagement. Organiza[ional Management
What isan organization Achieving efficiency through a well-
Accountability though-out organizational structure.
Level of Service _ . :
Public Relations * What is an * Public Relations
Utility Ordinance organization? * Record Keeping
Work Space Management e Leved of Service ¢ Work space
Customer Agreements « Utility Ordinance management
Agencies and outside help e Customer « Agencies/ Outside
Roles &_ Responsihilities Agreements help
Regulations e Roles * Regulations

The course discusses various forms of * Responsibilities

local organizations that may own,  Accountability

govern, or manage and operate water

and wastewater utilities in Alaska.

The course addresses the governance

of autility, including local laws and

legal documents.

Sdes

The course focuses on the
organization of the entity that will manage and operate the utility including an overview of the
responsibilities, authority, and accountability of personnel.

Department of Community and Economic Development Student Manual Page 5
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=¥ | nstructor Tips Refer ences
9 « DCED Financial Financial Management
raf * Thisis aslidefor you to generally discuss the M ¢ Student
-] tents of the Financial Management Course enagement Studen :
= con ag . Manual :
g * You might want to display acopy of the
=8 Introduction to Financial Management training
PR manual.
c
i
—l
|deas for Real Life Examples Potential Discussion Questions
* Provide an example of how the skills learned in * If you' ve taken this course, please sharethe
this course will help the students do their everyday highlights of what you learned
jobs.
Speaker Notes

This course describes the two main elements to Financial M anagement.

For a utility, Financial Management has two basic systems: afinancia information system and a
management information system.

Financial Information This section of the course includes information on: procedures and record-keeping
requirements, accounting processes, payroll and purchasing, billing and collections, and budgeting.

M anagement Information This section of the course includes information on: procedures and reports that
alow the manager to determine how well the utility is meeting the needs of the customers and goals set out
in the annual operations plan. Includes information for establishing utilities rates. Contains reports that
ensure funds and assets are used in accordance with proper procedures. Includes information on risk
management, insurance, preparing management reports and authorizing documents, and financia audits.
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Utility Planning - Advanced

Financial M anagement

This course describes the two main
elements to Financial M anagement.

For a utility, Financia Management
has two basic systems: afinancia
information system and a
management information system.

Financial Information. This section
of the course includes information on:
procedures and record-keeping
requirements, accounting processes,
payroll and purchasing, billing and
collections, and budgeting.

Management Information. This
section of the course includes
information on: procedures and
reports that allow the manager to
determine how well the utility is
meeting the needs of the customers
and goals set out in the annual
operations plan. During this course
you will gain information on
establishing utility rates. The section

Financial Management

functions.

* Authorizing
documents

e Annual
Operating
Budgets
Reserves

Accounting
Processes

Payroll
Purchasing

Management
Reports

Planning for Utilities

Bookkeeping, budgeting, and support

* Financid
Reporting

* Rate setting

* Billing and
collections

* Risk management

e |nsurance

* Financia Audits

Slide 6

also presents reporting procedures to ensure funds and assets are used properly. In addition, this
section offers information on risk management, insurance, preparing management reports and

authorizing documents, and financial audits.

Department of Community and Economic Development
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=¥ | nstructor Tips References

O Personnel Management
= » DCED Personnel Keeping the wor k for ceworking to
% * Thisis aslide for you to generally discuss the Management Student bt st &
8 contents of the Personnel Management Course. Manual .

« Employee Policies &

E « You might want to display acopy of the e micsion
f==8 | ntroduction to Personnel Management training

L B manual.

c

;

—

|deas for Real Life Examples Potential Discussion Questions

* Provide an example of how the skills learned in * If you' ve taken this course, please share the
this course will help the students do their everyday highlights of what you learned

jobs.

Speaker Notes

This course describes the tools a utility manager needs to keep the work force working to their fullest.
Topics arefocused on Per sonnel M anagement and include:

*People, leader ship, and management skills
*Safety policies and programs
*Employee policies and procedures

«Effective communication
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Utility Planning - Advanced

Per sonnel M anagement

This course describes the tools a
utility manager needs to keep the
work force working to its fullest.

Topics are focused onPer sonnel
M anagement and include:

People, leadership, and
management skills

Safety policies and programs

Employee policies and
procedures

Effective communication

Personnel Management

Keeping the work for ce working to
their fullest.

» People, leadership &
management skills

» Safety Policies & Programs

» Employee Policies &
Procedures

» Effective Communication

Planning for Utilities Slide 7
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| nstructor Tips References

. . , » DCED Operational
Thisis aslide for you to generally discuss the Management Student

contents of the Operational Management Course. Manual

Operational Management

and bolts skillsfor the

+ Asset Inventory

* You might want to display acopy of the
I ntroduction to Operational Management training
manual.

* At the conclusion of this slide, go over any
guestions students have regarding the information
presented up to this point.

C
o
—
(®)
-
i®)
o
-
—
c
—
c
%
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Potential Discussion Questions

| deas for Real Life Examples * If you' ve taken this course, please share the
highlights of what you learned.

* Provide an example of how the skills learned in

this course will help the students do their everyday

jobs.

Speaker Notes

This course addresses the day-to-day, nuts and bolts skills necessary to run a utility or Oper ational
M anagement. Topics include:

*Maintenance and management systems

*Devel oping an oper ations and preventive maintenance plan
Data collection and reporting

*Asset inventory

*Contingency response plan

*Time management

*Computer use

I nstructor Manual Page 8 Department of Community and Economic Development
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Utility Planning - Advanced

Operational M anagement

This course addresses the day-to-day,
nuts and bolts skills necessary to run
a utility or Oper ational

M anagement.

Topics include:

Maintenance and management
systems

Developing an operations and
preventive maintenance plan
Data collection and reporting
Asset inventory

Contingency response plan
Time management

Computer use

Operationa Management

Day to day nut and bolts skillsfor the
manager

« Maintenance » Asset Inventory

management  Contingency

system response plan
. Devdopingan  ° M€

operétions & management

preventative » Computer use

maintenance plan

» Data collection
and reporting

Planning for Utilities Slide 8
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I nstructor Tips References
 SPGPagel =

* Quickly review the 7 remaining topics that will be » Weskiong Coure
presented as part of this course. * SPG Technica R

. ) Appendix A, Meseting A
» Take genera questions before proceeding. Overheads

C
o
—
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-
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o
-
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c
—
c
%
—

Potential Discussion Questions

|deas for Real Life Examples
» How many students have taken the 1-day

* Provide examples of plans you have been involved planning for utilities workshop offered by
with. DCED?
«Provide an example of asuccessful planin a * What did they learn at the workshop?
community you are aware of ? What process was « What additional information regarding utility
used? What problem was solved? planning did they want to learn?

Speaker Notes

This week-long course on Planning for Utilities covers 8 topics, including today’ s introduction. They are:

Getting Ready to Plan: This section will present what is planning and why plan, keys to success and
building community capacity. It aso includes apresentation of public involvement techniques.

Coallecting Information: This section will present how to identify problems and set community goals and
objectives for addressing the problems. Techniques on how to do this will be discussed. This section also
tips mapping the information and forecasting.

Identifying Choices. This section teaches the student how to develop water and sewer aternatives.
Evaluating Choices: This section teaches the student how to evaluate the range of aternatives identified.

Choosing the Best Alternatives: This section teaches the student how to select and refine the preferred
aternative, developing project plans, capital improvements programming, and draft and final master
planning documents.

Putting the Plan Into Action: This section presents information on funding, permitting, force accounting and
contracting, and operations and maintenance.

Course Overview: This last section includes acommunity self-evaluation, class review, and final test.
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Planning for Utilities

This week-long course onPlanning
for Utilities covers 8 topics, . o
including today’ s introduction. Planning for Utilities

Thetopics are:

» Weeklong Course
Getting Ready to Plart This section  Covering 8 Lessons
will explain what planning is and
why we plan, keys to success and

— Introduction

building community capacity. It also — Getting Ready to Plan
includes a presentation of public — Collecting Information
involvement techniques. — I dentifying Choices
Collecting Information This section — Bvaluating Alternatives

will present how to identify problems — Choosing the Best Alternative
and set community goals and — Putting the Plan into Action
objectives for addressing the _ Course Overview

problems. Technigues on how to do
this will be discussed. This section
also covers mapping information and
forecasting.

Identifying Choices. This section

teaches the student how to develop Siide 9
water and sewer dternatives.

Evaluating Choices. This section teaches the student how to evaluate the range of aternatives
identified.

Choosing the Best Alternatives This section teaches the student how to select and refine the
preferred dternative, developing project plans, capita improvements programming, and draft
and final master planning documents.

Putting the Plan Into Action This section presents information on funding, permitting, force
accounting and contracting, and operations and maintenance.

Course Overview. This last section includes a community self-evaluation, class review, and fina
test.
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I nstructor Tips

Pretest

» Discuss purpose of the test - Godlistotestwhat you

know before the class
« Closed Book

» Answer questions on test procedures - S0questons

* Review and discussion to
follow test

* Pass out test and pencils

* Set timer for 30 minutes

Exercise 2
Pre-Test
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Speaker Notes

* Tell the students that the Pre-test is atool for assessing their understanding of utilities management
planning. It is designed to cover arange of planning concepts.

» Many students will be unfamiliar with planning when they take the pretest and will thus score poorly on it.

» Thegodl is to test what they know before beginning presenting the course information. The test is not
graded but rather scored. It is not a pass/fail test.

* Thetest is closed book and contains 50 questions.

* Students have 45 minutes to complete the test. Once everyone has completed the test, take another 15
minutes to review and discuss the answers and any questions.

Conduct Exercise2 Pre-Test

I nstructor Manual Page 10 Department of Community and Economic Development
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Utility Planning - Advanced

Pre-test

ThePre-test is atool for assessing
your understanding of utilities
management planning. It is designed
to cover arange of planning concepts.

Many students will be unfamiliar
with planning when they take the
pretest and may score poorly on it.
However, the god is to test what you
know before presenting the course
information. Many of the questions
you miss on the pre-test will likely be
answered as you proceed with the
course, complete the worksheets and
participate in the exercises. By the
end of the course, your score on the
final test will likely be much better.

Thetest is closed book and contains
50 questions.

Once everyone has completed the

test, the instructor will review and
discuss the answers with the class and
any questions.

Pretest

e God is to test what you
know before the class

 Closed Book
» 50 questions

* Review and discussion to
follow test

Planning for Utilities Slide 10
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Goal of this Lesson

To help participants understand what planning is,

Schedule
Lesson: 4.5-5.5 hours

Lesson 2
Getting Ready to Plan

* Planning Overview
* Keys To Success

% why it is important, and what it will take to have a Length: ety Communty
H H Capecity
@® successful planning process before they begin to + Planning Overview 1 ek o
ol plan.
o hour
; Educational Objectives . Keysto Success 1 hour -nli:::
g After completing this lesson participants should be « Public Involvement 1 s
Y ableto - hour T
(@) * Define what planning is and why it is important.  Lesson Worksheet .5
-E « | dentify the keys that will make their planning hour
5] efforts asuccess. « Exercises 3-6 alow
8 « Define stekeholders. 152 hours
c  Know why to form awork group. Equipment/Supplies:
3 « Understand what community capacity means and * flip chart/essel, pads,
g how it applies to planning. markers
— » overhead
projector/slide
projector

* microphone

Speaker Notes

Begin by telling students that this slide and the next slide provide a brief over view of what you are going to
cover in thelesson. More detailed slides follow. Before reviewing the topics in the section:

*Review the goals and objectives of the lesson called Getting Ready to Plan with students.
*Describewhat it is the learning objectives are.
*Review the most pertinent sections of the Sanitation Planning Guide with students.

Topics to be covered include:
*Planning Overview - “ We will provide an overview of what planning is and why it is important.

*Keys To Success - “ We will examine what it takes to have a successful planning process. That is,
those elements that need to be in place before we start the planning process.”

*Formawork group - “ We will explore the use of awork group as means of creating a successful
planning process.”

*Community Capacity - “ We will examine the importance of the concept that DCED calls ‘community

capacity’ .
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Lesson 2 Getting

Ready to Plan

Lesson 2
L esson 2: 4.5 - 5.5 hours

Getting Ready to Plan

Length:

Planning Overview

Keys To Success

Building/I dentifying Community
Capecity

Form aWork Group

Planning Overview 1 hour
Keys to Success 1 hour

Public Involvement 1 hour
Lesson Worksheet .5 hour
Exercises approximately 1.5 - 2
hours

L ear ning Obj ectives

The god of this lesson is to describe
what planning is, why it is important,
and what it will take to have a
successful planning process before
you begin to plan.

After completing this lesson you
should be able to:

Sdent
Define what planning is and why it is important.

I dentify the keys that will make your planning efforts a success.

Define stakeholders.

Know why to form awork group.

Understand what community capacity means and how it applies to planning.

The next two sections provide abrief overview of what will be covered in the lesson. More
detailed slides follow.

Topics to be covered include:

- Planning Overview—an overview of what planning is and why it is important.
Keysto SQuccess— what it takes to have a successful planning process. That is, those
elements that need to be in place before we start the planning process.
Forma work group — using awork group as a means of creating a successful planning
process.”
Community Capacity — the importance of the concept that DCED calls * community

capecity’ .
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I nstructor Tips

*This is an overview slideto let students know what
you are going to talk about in the planning
overview.

*Don’'t spend too much time on this slide as
additional slides follow with more detail.

|deas for Real Life Examples

sList the most current sanitation master plans from
around Alaska- preferably exhibit one from the
region in which you are doing the training.
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Speaker Notes

o o
Planning Overview
e SPGPages1& 2

* What is Planning

* Community Plans
* Why Plan?
* Planning Steps

Overview Slide

Potential Discussion Questions

* Ask students to think of planning projects
they know about.

Provide a brief overview of the three topics that are going to be presented in this section:

*What is planning? Planning for sewer and water systems is caled “ sanitation planning.”
*Why plan? Review reasons for planning for a utility.

*What ar e the steps in the planning process? Details on the steps.

I nstructor Manual Page 12
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Planning Overview
Three topics will be presented in this
section: . _
Planning Overview
What is planning? Planning for . : .
sewer and water systems is called What is Planning
“ sanitation planning.” o Community Plans
. 2
Why plan? Reasons for planning Why F’Ian '
for a utility. * Planning Steps
What ar e the stepsin the planning
process? Details on the steps.
sSide 12
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Instructor Tips References
e SPGPagel& 2

What is Planning ?

Planning is:
* away to control your future rather

*Use this slide to define what planing is.

*The message should be that planning has value and * SPGTechnicd e g
that we all engage in planning as part of our daily Appendix A Training e
IlV& M%ﬂng OVH he&js community” s wants and needs,

« away to use traditional knowledge,
«Students should be able to define what planning is. M aterials " AP A premas ey
*Remember that text highlighted in green are e pretests, pencils,
potential test questions. timer

| deas for Real Life Examples
« Provide an example of a planning effort you are Potential Discussion Questions

avaeof. » Can you think of some things you plan for?

«Think of aplanning effort that highlights one of the (Vacation? New fire hall? Retirement?
bulleted items. Moving? Next year’s budget?).
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*What does planning mean to you?

Speaker Notes

In this section, discuss the characteristics of planning.

What is Planning? Planning is aprocess that brings people together to help make well-considered
decisions about the future. In this sense, most everyone does some planning.

Building agood water and sewer system is part of building agood community and it takes the whole
community to do that, working as partners with agencies and consultants.

eabout setting priorities and solving problems - “ Planning alows us to identify our problems, prioritize, and
identify solutions that will work for us.”

» away to control your future rather than having it control you - “ Without a plan events tend happen to a
community and the community is always on the defensive; responding. A plan alows the community to be
out front - dictating the events.”

» away of communicating a community’ s wants and needs - “ Agencies, developers, and others will look
to the plan as the community’s common voice, expressing the wants and desires of its residents. Without a
plan outsiders can only guess at what you want, or they will rely on only one or two voices (perhaps the
mayor or city manager).”

» away to use traditional knowledge - “ Planning can alow you to capture and document the know ledge of
elders and residents to make better decisions and express that knowledge to agencies, engineers, and future
generations.”

* a process that promotes creativity - “ Planning relies on being inclusive. This means lots of people will
help put input into the plan. The more people involved, the more cresative the ideas will be.”
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What is Planning?

There are several key characteristics of
planning. Anecdotes (in quotation

marks) from community residents and What is Plannmg ?
state and federa agencies have been T
included. Planning is:

| et | e away to control your future rather
Planning is a process that brings people Ay i
together to help make well-considered than ha\/lr?g t C(_)nt_r_d you, _
decisions about the future. In this » about setting priorities and solving
sense, most everyone does some problems,

planning. Building a good water and . -
sewer system is part of building a good awsy Of_C?mmunlcatmg a
community and it takes the whole community’” s wants and needs,
community to do that, working as e away to use traditional knowledge,
partners with agencies and consultants. .

e aprocess that promotes credtivity.

Planning is about setting priorities and
solving problems. “ Planning alows us
to identify our problems, prioritize, and
identify solutions that will work for
us.”

Planning is away to control your _ e
future rather than having it control you. | Plrving or Uiies __|

“Without a plan events tend happen to a community and the community is aways on the
defensive; responding. A plan alows the community to be out front - dictating the events.”

Planning is away of communicating a community’ s wants and needs. “ Agencies, developers,
and others will look to the plan as the community’ s common voice, expressing the wants and
desires of its residents. Without a plan, nonresidents can only guess at what you want, or they
will rely on only one or two voices (perhaps the mayor or city manager).”

Planning is away to use traditional knowledge. “ Planning can alow you to capture and
document the knowledge of elders and residents to make better decisions and express that
knowledge to agencies, engineers, and future generations.”

Planning is a process that promotes creativity. “ Planning relies on being inclusive. This means
lots of people will help put input into the plan. The more people involved, the more cregtive the
ideas will be.”
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| nstructor T|pS m

* Use this slide to briefly discuss the different types * Comprehensive Planning

« Coastal Management Planning

of community planning efforts. - Other Plens

* You may want to have examples of a
comprehensive plan, coastal management plan, CIP,
and/or transportation plan to show the class.

» Discuss the relationship between comprehensive
planning (or other types of plans) and sanitation
planning.

. Potential Discussion Questions
|deas for Real Life Examples .
» How many communities have a

* Provide examples of plans you have been involved comprehensive plan, coastal management plan,
with. CIP or other type of plan?

« Provide an example of asuccessful planin a *Do they usethem? When and how?
community you are aware of ? What process was
used? What problem was solved?
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Speaker Notes

This section presents information on L ocal Planning. Local planning involves the development of avariety
of plans - not just sanitation utility master plans.

Loca planning includes comprehensive plans, coastal management plans, and other plans such as capital
improvement plans, transportation plans, and park plans, to name afew.

*Comprehensive Plans. Generaly speaking, comprehensive plans include a statement of the community’s
vision, its goals and objectives for development, and policies to guide the physical, social, and economic
development of the community. Comprehensive plans typically are prepared in advance of utility plans.

*Coastal Management Plans. Certain communities and regions within the State' s coastal area have
developed or arein the process of developing coastal management plans and programs. Coastal
management plans, like comprehensive plans, contain policy statements, goals, standards, background
studies and maps to guide future development.

*Transportation plans address the relationship of land use and the movement of people and freight into, out
of, and within the community. Transportation plans also typically include land use policies, mapping and a
capital improvement element.

*Other Plans. There are other plans that support and supplement the comprehensive planning and coastal
management planning efforts of local communities. For instance, a capital improvement plan is atool for
planning and scheduling capital improvement projects. It includes alist of projects by priority, information
about each project, aschedule for seeking funding, and a construction schedule.
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Community Plans

This section presents information on
Local Planning. Loca planning .
involves the development of a variety Community Plans
of plans - not just sanitation master
plans. Loca planning includes
comprehensive plans, coasta

» Comprehensive Planning
management plans, and other plans  Coasta Management Planning

such as capita improvement plans,
transportation plans, and park plans,
to name afew.

e Other Plans

Comprehensive Plans Generaly
speaking, comprehensive plans
include a statement of the
community’ s vision, its goals and
objectives for development, and
policies to guide the physical, socid,
and economic development of the
community. Comprehensive plans
typically are prepared in advance of
utility plans.

Coastal Management Plans Certain
communities and regions within the Siide 14
State’ s coasta area have developed or

are in the process of developing coastal management plans and programs. Coasta management
plans, like comprehensive plans, contain policy statements, goals, standards, background studies
and maps to guide future development.

Transportation plans address the relationship of land use and the movement of people and
freight into, out of, and within the community. Transportation plans also typically include land
use policies, mapping and a capital improvement element.

Other Plans There are other plans that support and supplement the comprehensive planning and
coasta management planning efforts of local communities. For instance, acapital improvement
plan is atool for planning and scheduling capital improvement projects. It includes a list of
projects by priority, information about each project, a schedule for seeking funding, and a
construction schedule,
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| nstructor T|pS References m
e SPGPagel& 2

» What can go wrong when you don’'t plan?
* Interject an example of how planning has saved
money in the long run.

» Use this slide help illuminate the benefits of * Toge fundng
plannlng * SPG Tmhnlcal : Igasavwczg::gn?planmng(ur
ks - Appendix A Training L
Al * Students should be able to identify some reasons Meeting Overheads wwy
why planning is agood idea. - Tobukdbusnecs e
2 yp g g » SPG Technica commny |
>=¥ * Remember that text highlighted in green Appendix |
g represents potential test questions. Bibliography
o
(@)}
S
op | deasfor Real Life Examples Potential Discussion Questions
8 * Provide an example where a planning process has * Can you think of any other reason why we
= resulted in some of the bullet points (below) should plan?
% occurring.
—

Speaker Notes

Briefly cover the reason why planning is agood idea. Focus on benefits. Remind students that the list is not
exhaustive.

However, there are at least six reasons to plan.

Invite students to add to the list if they can think of additional reasons why planning is agood idea.

Why plan?

1. Tosave money: If you plan wisely for sewer and water projects, your community could avoid making
expensive mistakes.

2. Toencourage planning for the rest of the community: Water and sewer planning allows everyone to
think of thefuture. It dlows the community to think about where houses, schools, businesses should be.
3. Tomake the community strong: To improve community health (for our kids!). A strong and hedlthy
community is a unified community.

4. Toget funding: Agencies that provide money for projects like to see that acommunity has thought it
through - the plan shows that your community is organized. Stress that granting agencies are more and more
giving higher scores for projects that are part of a plan.

5. Tomake things happen: Solve your old problems as you set new goals. Meet the future head on.
6. Tobuild business in the community: A dependable water and sewer system is attractive to business.
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Why Plan?

There are at least six reasons to plan.
However, the following list of
reasons is not exhaustive. As you
read this list, think of your own
reasons to plan.

e To get funding
To save money: |f you plan * To save money

wisely for sewer and water

projects, your community could * To encourage planning for

avoid making expensive mistakes. the rest of the community
* To make the community

To encourage planning for the strong

rest of the community: Water and .

sewer planning allows everyone * To make things happen

to think of the future. It alows e To build business in the

the community to think about community

where houses, schools, businesses

should be.

To make the community strong:

To improve community hedlth

(for our kids!). A strong and

hedthy community is a unified

community. Sie 15

To get funding: Agencies that provide money for projects like to see that a community has
thought it through - the plan shows that your community is organized. Granting agencies are
more and more giving higher scores for projects that are part of a plan.

To make things happen: Solve your old problems as you set new goals. Mest the future
head on.

To build business in the community: A dependable water and sewer system is attractive to
business.
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Instructor Tips References ‘
) ] . SPG Page 3 Planning Steps
*Reiterate that the lessons generally follow the five —=— ==
main steps in the planning process.  SPG Technica -
« Go over each of the five steps that the sanitation Appendix B

guide recommends for conducting sanitation
planning.

» Compare the sanitation planning process, step-by-
step, to areal-life example like hunting trip.

» Remember that text highlighted in green
represents potential test questions.

Ideas for Real Life Examples

* Use examples from planning for a vacation or
hunting trip to stress that planning (and the
recommended steps) are not magic or difficult..

* Hold up asample plan. Illustrate that the table of
contents of agood plan have chapters that also
mimic the steps. The steps essentially flesh out a
plan.
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Speaker Notes

* Hunting Trip Poster

Potential Discussion Questions

» What are the steps that you take when you
plan avacation or hunting trip?

» How are these steps similar to planning for
sanitation improvements?

work?

vision for the future, and the trends for growth.

writing (draft and final master plan).

charts.
Conduct Exer cise 3 Planning Process

planning process..

In this section, provide the students with the following information on the planning steps:

» Sep 1 - Getting Ready to Plan or Are people ready to plan, to begin the process, commit to doing the
» Sep 2 - Coallecting Information or finding out the facts about your community including problems, the
» Sep 3 - Identifying Choices (Alternatives) or coming up with arange of options and evaluating them -
thereis more than one way to solve the problems identified in Step 2.

» Sep 4 -Choosing the Best Alter native or choosing the system you want, refining it, and putting it into

» Sep 5 - Putting the Plan into Action or designing and building the system; operating and maintaining the
utility. Includes finding the money, permits, engineering details, construction and O & M.

Using ared-life example, compare different planning processes. This can be done as an exercise using flip

Pur pose of the exerciseisto introduce the stepsin the planning process and to “ de-mystify” the

I nstructor Manual Page 16
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Planning Steps

This section presents information on
the planning steps. There are
basicaly 5 steps to the planning
process. While the names or titles
might differ, the steps are the same
whether you are preparing a
sanitation master plan, a
comprehensive plan, financia plan,
capita improvements plan or any
other type of plan.

Sep 1 - Getting Ready to Plan
Are people ready to plan, to begin
the process, committed to doing
the work?

Sep 2 - Collecting Infor mationor
finding out the facts about your
community including problems,
the vision for the future, and the
trends for growth.

Sep 3 - Identifying Choices
(Alternatives) or coming up with

identified in Step 2.

Planning Steps

S

Task Checklist

What does it mean?

1.Getting Ready to Plan

Keys to success.
Form awork group.
Generating interest in the plan.

“ Do people want to plan for this?
" Who s leading?
" Figuring out if we are ready to begin

our plan.
. “ What needs fixing?
2.Collecting Information Q Probler_ns. goals, and objectives. “  What dowe Iike”g
0 Collecting background © Whatishere?
information. “ Where are we headed?

Forecast community growth.

" Wheredo we want to go?

3.1dentifying Choices

Develop water and wastewater

" What kinds of water or sewer

systems would work or not work for

(Alternatives) dternatives. us?
Q Evaluate aternatives. " Getting the information to help us
decide which is best for us.
4. Choosin_g the Best g giﬁte?hperdr:‘g:jt:tg::va " Choosing the system that we want.
Alternative p ” Put our decisions in writing so

Develop adraft & fina master
plan document.

everyone else will know what we
want.

5.Putting the Plan Into
Action

Designing and building your
system.

Operating and maintaining the
utility.

" Finding money.
" Getting permits.
“ Putting engineering details to our

plan.

" Building our improvements
"~ Keeping our system running.

Planning for Utilities

arange of options and evauating them - there is more than one way to solve the problems

Slide 16

Sep 4 -Choosing the Best Alternativeor choosing the system you want, refining it, and

putting it into writing (draft and final master plan).

Sep 5 - Putting the Plan into Actionor designing and building the system; operating and
maintaining the utility. Includes finding the money, permits, engineering details,

construction and O & M.

Department of Community and Economic Devel opment
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Instructor Tips

» Don’t go into too much detail on the items on this
slide as additional slides follow with more detail.

* Try using the round robin discussion technique. (If
you do, point out that the round robin discussion
technique is one type of facilitated discussion that
can be used in public involvement).

» Remember that text highlighted in green
represents potential test questions.

| deas for Real Life Examples

* Present examples of planning processes that were
(un)successful specificaly because of one of the
bulleted items below.

IS
ol
S
g
o
=
&
Q)
9\
S
¢
—l

Speaker Notes

References
. SPG Pages4& 5 1 Keys to Success

/2 Commitment
2 Start Taking

4 SPG Appmdlx Aa /2 Planning Coordinator
Public Involvement, 2 1mn
£? Heading Off Conflict

P@% A- 1, A—2, A— 13, 2 (B:Laﬂiljdir??/ldent\fymg Community
and A-14 ’

Potential Discussion Questions

» What have been keys to successful plans or
projects in your community?

Round Robin. Try using flip chart/easd,
facilitate around robin discussion of student’s
perspective on successful plans. Summarize key
elements that students identify - i.e. if a student
mentioned research, noteit. If astudent
mentioned public involvement, note it.

the keys to success.

Briefly the 6 keys to success are:

» Commitment

» Sart Talking

* |dentify a Planning Coor dinator
* Timing

* Heading off Conflict

* Forma Work Group

This next section introduces the 6 keys to a successful planning process.
Additional details on each key are included in subsequent slides. Use round robin to open up discussion on

I nstructor Manual Page 17
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Keysto Success
This section introduces the 6 keys to
a successful planning process =N
Additional details on each key are Eil Keys to Success
included in subsequent sections.
Briefly the 6 keys to success are: & Commitment

Commitment & Start Taking

ommitmen : :

Start Talking & Planning Coordinator

Identify a Planning Coor dinator & Timing

Timing : :

Heading off Conflict & Hegd!ng orf c_:or_]f“Ct _

Forma Work Group & Building/ldentifying Community

Capecity
Se s
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I nstructor Tips References —
. SPG Page 4 T Commitment
hd StUdentS ShOU|d UndefStand hOW Commltmmt C&’l . Nasfi:égetcor]\rr\wtr]Wa]t[rum
% lead to a successful plan and how without it the plan * SPG Appendix A,
~ Rk stall out or even blow up. Page A-7 and A-9
'@} *Point out to students that Appendix A of the SPG * gmmg}]ity ep
; has information regarding conducting a visioning mprenensive Plan
'g exercise and doing asurvey. Thesetechniques can
help build commitment.
o
(@)}
S
op | deasfor Real Life Examples Potential Discussion Questions
8 * Present the results of avisioning exercise that that *What makes a community ready to plan?
you are familiar with. What was the process used? . .
c I *Can you think of any examples in your
@y How did it help? ) .
community where alack of commitment
% *Present an example from a community where sidelined a project?
SN |eaders were not committed to the project or plan.

*What are some ways to build commitment
from leaders or residents?

What happened? What could have been done

better?
» Who else might you need to get commitment

from?

Speaker Notes

In this section provide detail on the importance of commitment.

Commitment Without support and backing, your plan may not go far. Get commitment from your
community’ s leaders and residents early in the process. If the community really wants the sewer and water
master plan and the leeders support the effort, the process is more likely to succeed.

* Leaders - “ Without the support of leaders it will be difficult to get important decisions. The plan
could simply stall if leaders are not supportive and willing to devote the time it will take to make the

plan successful.”

* Residents - “If you don’t have commitment from residents, they won’t show up at meetings.
Ultimately, without the support of residents the solution you end up with may not be satisfactory to
those who will have to use the system and will be impacted by the solution you come up with. *

*Saff - The staff play an important rolein the success of aplan. They are your technica support
and potentialy your contact with state and federa agencies and the consultant.

One key to determining if there is commitment to doing a plan is to conduct public involvement early - even
before you apply for the state or federa grant and long before a consultant is selected to do the work.

Effective techniques for determining if there is commitment include: visioning exercises and surveys. Use
one or both of these public involvement techniques to determine if the community wants to do the plan
AND if leaders are ready to support it. Visioning prior to beginning the sanitation master planning process
can help bring different groups together and can help foster commitment to the plan.
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Commitment

This section provides detail on the
importance of commitment.

Commitment

Commitment. Without support and
backing, your plan may not go far. _
Get commitment from your * Need to get commitment from:
community’ s leaders and residents — leaders

early in the process. If the
community redly wants the sewer

and water master plan and the leaders
support the effort, the process is more
likely to succeed.

— residents
— staff

Who should you get commitment
from?

Leaders- Without the support of
leaders it will be difficult to get
important decisions. The plan
could simply stal if leaders are
not supportive and willing to
devote the time it will take to
make the plan successful.
Residents - If you don’ t have Slide 18
commitment from residents, they won’ t show up at meetings. Ultimately, without the
support of residents the solution you end up with may not be satisfactory to those who will
have to use the system and will be impacted by the solution you come up with.

Saff - The staff play an important role in the success of aplan. They are your technical
support and potentialy your contact with state and federal agencies and the consultant.

One key to determining if there is commitment to doing a plan is to conduct public involvement
early - even before you apply for the state or federa grant and long before a consultant is
selected to do the work.

Effective techniques for determining if there is commitment include: visioning exercises and
surveys. Use one or both of these public involvement techniques to determine if the community
wants to do the plan AND if leaders are ready to support it.

Visioning prior to beginning the sanitation master planning process can help bring different
groups together and can help foster commitment to the plan.
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Instructor Tips References
. SPG Page 4 T Start Taking

» Students need to understand the importance of - saEay
early public involvement. * SPG Appendix A. e
E ] Pages A-3 through A-
W * Students need to understand where public 12
(@ involvement help can be found in the guidebook.
'}
> *Point out to students that Appendix A in the
g guidebook has techniques for getting people talking. L]
b . §
(@)}
=
op | deasfor Real Life Examples Potential Discussion Questions
8 * Interject astory about aplan or project that went » What are some of the ways you can think of
= bad because people did not talk to each other, to get people talking?
@ (rumors, misinformation, someone was insulted .
% because they were not informed etc.). W_ho (.jo you think you_would heed to get
talking in your community?
—

Speaker Notes

This section introduces the concept of communication and how it relates to public involvement which will
be presented later in this lesson.
Start Talking.

*Sart Early. Explain why starting early is important. 1t’s not too early to begin discussing sanitation
planning in your community. It's never too late to start a public involvement process.

*Develop ownership. Involving people before the process even starts helps them fedl a sense of ownership
in the plan’s outcomes. Let them know you care about what they think and will use their ideas in the plan.

*Provide information to residents about the planning process. Tell them the steps involved, why the plan is
agood ideaand how they can help. Use techniques appropriate to your community.

Some public involvement techniques that can be used to “ start talking” include:
« informal small group discussion,
* intensive interviewing,
* and surveys.

A discussion of these and more public involvement techniques to get people talking will occur later in this
section of the course.
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Start Talking

Sart Early. Starting early is
important. It s not too early to begin
discussing sanitation planning in your
community. It’” s never too late to
start a public involvement process.

Develop ownership. Involving
people before the process even starts
helps them fedl a sense of ownership
in the plan’ s outcomes. Let them
know you care about what they think
and will use their ideas in the plan.

Provide information. Residents need
to know about the planning process.
Tl them the steps involved, why the
plan is a good idea and how they can
help. Use techniques appropriate to
your community.

Some public involvement techniques
that can be used to “ start talking”
include:
informa small group discussion,
intensive interviewing, and
surveys.

)

7  Start Taking

o Start Early
» Develop ownership
* Provide information

Planning for Utilities

Slide 19

A discussion of these and more public involvement techniques to get people talking will occur

later in this section of the course.

Department of Community and Economic Development
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Instructor Tips Refer ences .
* SPGPages4& 5 1  Planning Coordinator

*Discuss the value of having a planning coordinator. - Resicent, st person,orleader

« Driving force
* Spokesperson

worked on that used (didn’t use) a plan coordinator.
Why was it useful? How did (didn’t)having a
planning coordinator help (hurt) the process?

» What are some of the characteristics of a
good planning coordinator?

8 *Students should know what the role of aplanning - Motator
aB coordinator is and why it is important.

I=B . Remember that text highlighted in green

_gx represents potential test questions.

o

(@)}

S

op | deasfor Real Life Examples Potential Discussion Questions
8 * Provide an example of aplan or project you have » Why have a planning coordinator?
c

i

—

*What do you think are some of the things the

» Have alist of communities that have identified . .
planning coordinator should take care of ?

and/or used aplan coordinator.

Speaker Notes

This section presents information on the planning coor dinator, why have one, how they can help the
planning process, and their role in the process.
*\Why have a planning coordinator? Every project should have a point of contact. Before you begin the
planning process, identify a plan coordinator - aresident, city staff person, or leader in the community to
serve as the point of contact.
*» What can they do to make the process successful? The plan coordinator becomes the driving force behind
the scenes - making sure things that need to get done, get done. The coordinator is the onein contact with
the consultant, the state and federd agencies, and the community.
» What makes a good plan coordinator? The coordinator must be someone that gets people motivated, is
committed to the project, and is agood communicator. They can be aresident, a staff person, or a
community leader.
* What isthe role of the plan coordinator?
*Resident, staff person, or leader - The plan coordinator does not need to hold any particular
position within the community. Their personality is more important.
*Driving force - The coordinator keeps the plan moving, makes sure things happen.

*Spokesperson - Needs to be able answer questions about the plan to loca residents, and potentialy
speak at planning commission, assembly, or council meetings.

*Moativator - Coordinator gets people excited about the plan.
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Planning Coor dinator

This section presents information on
the idea of hiring a planning =N
coordinator. Why have one, how ki Planning Coordinator
they can help the planning process,

and what is their role in the process?

Resident, staff person, or leader
Driving force

Spokesperson

Motivator

Why have a planning coordinator ?
Every project should have a point of
contact. Before you begin the
planning process, identify a planning
coordinator - aresident, city staff
person, or leader in the community to
serve as the point of contact.

What can they do to make the process
successful? The plan coordinator
becomes the driving force behind the
scenes - making sure things that need
to get done, get done. The
coordinator is the one in contact with
the consultant, the state and federal
agencies, and the community. -

What makes a good planning Siide 20
coordinator? The coordinator must

be someone that gets people motivated, is committed to the project, and is a good communicator.
Do they fed comfortable working with a diverse group of people (their own community, state
and federd agencies, etc)?

They can be aresident, a staff person, or acommunity leader.

What isthe role of the plan coordinator?
Resident, staff person, or leader- The plan coordinator does not need to hold any particular
position within the community. Their personality is more important. Can they work well
with others?Driving force- The coordinator keeps the plan moving, makes sure things
happen.
Sookesper son — The coordinator needs to be able to answer questions about the plan from
local residents, and potentialy speak at planning commission, assembly, or council meetings.
Motivator - The coordinator gets people excited about the plan.
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Instructor Tips Refer ences “
* SPG Page5

hd StUdentS ShOU|d knOW hOW |0ng |t mlght take tO dO a * Thetimeof year, or competing

plan and understand that the community needs to be « SPG Appendix A, it s ofyox p.

ready - i.e. “ the time must be right” for the plan to be Page A-6 and A-7 e s s rontend
* Are people distracted?

successiul + APG Technical ool e

» Have a calendar poster on the wall to represent one Appendix G

aspect of “ Timing.”

&

* Discuss timing as it relates to the * readiness” of the
community - i.e. issue-based decision v. calendar-based
decision.

Potential Discussion Questions

|deas for Real Life Examples « When might be a good time to do aplan in

. : . . our community?
* | dentify some typica subsistence and construction y y

seasond limitations from other communities. » When might be a bad time to do aplanin

« Interject a story about a plan/project that stalled out your community??
or failed because people were distracted with other
problems or activities.

5
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Speaker Notes

This section discusses timing and the planning process.

Someone once said, “ Timing is everything.” This same statement applies to sewer and water master
planning. If thetiming for doing aplan in your community is not right, the planning process will be difficult
and the plan will likely not be completed or be successful.

How do you determineif the timing isright?

Look to your community to answer this question. Ask yourself, the planning coordinator, and leaders in the
community the following questions:

» What are the seasona limitations on doing a plan - identify the subsistence and construction
seasons for your community. Notify the grantor and consultant of these times.

* Have you done a visioning exercise recently? What were the results?

* Do you know what the most important issues facing the community are? |swater and sewer at
thetop of thelist? Or is the need for anew fire hall more important?

» How long will the plan take and do you have the time to complete it?
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Timing

This section discusses timingand the
planning process.

Someone once said, “ Timing is
everything.” This same statement
applies to sewer and water master
planning. If the timing for doing a
plan in your community is not right,
the planning process will be difficult
and the plan will likely not be
completed or be successful.

How do you determineif thetiming is
right? Look to your community to
answer this question. Ask yoursdlf,
the planning coordinator, and leaders
in the community the following
guestions:

What are the seasond limitations
on doing a plan - identify the
subsistence and construction
seasons for your community.
Notify the grantor and consultant
of these times.

» Thetime of year, or competing
Issues can distract the community
and affect the success of your plan.

 Arewater and sewer issues front and
center?

» Are people distracted?

» How long will a plan take and do
you have the time?

‘g L

Y

Planning for Utilities Slide 21

Have you done a visioning or goa setting exercise recently? What were the results?

Do you know what the most important issues facing the community are? |s water and sewer
at or near the top of thelist? Or is the need for anew fire hall more important?

How long will the plan take and do you have the time to complete it?

Department of Community and Economic Development Student Manual Page 21



Utility Planning - Advanced 09/06/2000

Instructor Tips Refer ences .
e SPG Page 5 1 Heading Off Conflict

« Students should understand that internal conflict in - Conflict in the commurity can be the

downfal of your plan.

S the community can sidetrack the plan. Persondlities * SPG Appendix A, + Aregroups geting dong?
o can get in theway causing the planning effort to fail. Page A-14
o) * Remember that text highlighted in gr een g 3?;&0 Ff(‘fg'rut';r:‘d A _
— : : E ¥
> represents potential test questions. Use Planners and :..( ;W\ d
g Resour ce Manager s
— )
op | deasfor Real Life Examples Potential Discussion Questions
8 * Interject astory about aplan or project that failed * Are there any examples from any of the
= because of conflict (e.g. Corporation that didn’t get participants where interna conflict within the
% along with the City). community sidelined aproject or plan?
—

Speaker Notes

This section presents information on how to head off conflict.

Conflict in the community can be the downfall of your plan. Explain to students the importance that
conflict in the community can have on the plan’s success. If there are factions in the community now may
be abad timeto start the plan. Typically residents know if thereis conflict in the community but the Native
culture may not allow that to be acknowledged publicly.

*Are groups getting along? If thereis conflict, but the plan is going ahead anyway, the community or plan
coordinator may want to suggest some ways to work through the conflict so that it does not get in the way of
the planning effort, 1.e. conflict resolution.
» How do you head off conflict? It isgood to know how to deal with disputes. This techniqueis often
caled Conflict Resolution and typically means that you do the following:

* Conduct a Conflict Assessment

* Rely on traditional ways that work in your community.

» Work together and focus on real interests & values.

* Ask al involved to work through the conflict.

* Invent options that help everybody.

* Think cresatively.

* Do not exclude anyone and minimize disruptions.
Conduct Exercise 4 - Heading Off Conflict

Pur pose of Exer cise - to introduce skills for working with difficult situations and factionsin the
community.
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Heading off Conflict

This section presents information on
how to head off conflict.

Conflict in the community can be the
downfall of your plan If there are
factions in the community, now may
be a bad time to start the plan.
Typically residents know if there is
conflict in the community.

Are groups getting along? If thereis
conflict, but the plan is going ahead
anyway, the community or plan
coordinator may want to suggest
some ways to work through the
conflict so that it does not get in the
way of the planning effort, i.e.
conflict resolution.

How do you head off conflict? Itis
good to know how to deal with
disputes. This technique is often
caled Conflict Resolution and
typically means that you do the
following:

Conduct a Conflict Assessment

Heading Off Conflict

 Conflict in the community can be the
downfal of your plan.

» Are groups getting aong?

5..

. oy

Planning for Utilities Slide 22

Rely on traditional ways that work in your community.
Work together and focus on real interests & values.
Ask al involved to work through the conflict.

Invent options that help everybody.

Think crestively.

Do not exclude anyone and minimize disruptions.
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nstructor Tips ot
+ SPG Page 6 T Community Capacity

« Discuss how capacity can affect grant application finance your new sanitation system?

scores (discuss EPA new scoring system). Provide . : . - :
an example of aVSW or ANTHS grant that scored What kind of skills and training might you

poorly due to community capacity iSsues.

* Students should understand what “ community . Adequate Persomnd
capacity” means and why it is an important « Technica Appendix G s
5 COﬂSIdefatlon « Structure and Policies
06 » Make sure you point out that DCED has 6 total
== training courses - four of which dedl directly with
¥ community capacity (financial management;
g personnel management; organizational management;
Y and operational management).
2
% | deas for Real Life Examples Potential Discussion Questions
(@N - Tell astory about acommunity that did not have * Can you think of any other aspects of your
'l the personnel, resources, and/or training to pull off a community that need to be in place to
8 plan or project. successfully plan, build, operate, maintain, and
—

need in your community to conduct a plan?
Where might you get assistance if you don’t
have people with these skills in your
community?

Speaker Notes

This last section in the Keys to Success defines for the student the concept of “ community capacity.”
Discuss the elements of community capacity and how it relates to the planning process and the overdl utility
management curriculum. Remember to tell students that there are whole week-long training courses
provided by DCED that deal with these very topics.

* Adequate personnel. The community needs enough people to do thework. Explain what it means if they
don’t have enough people.

» Training and skills. People must have the right skills. Explain what can happen if they have enough
people but don’t have the skills. E.G. what happens to an accounting system if they don’t have atrained
bookkeeper? Likely skills needed to complete all five steps of the planning process are are engineering,
public involvement, construction management, personnel management, etc...

* Finance and funding. Doing the plan, completing the engineering, constructing the improvements, and
operating and maintaining the system takes money, equipment, time etc. Does the community have these
resources? What happens if they don't.

» Sructure and policies.- Planning, constructing, operating, and maintaining the system requires good
organizationa structure and policies. Does the community have this in place? Do they have the
wherewithal to get organized?
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Building/l dentifying Community
Capacity

This last section in the Keys to
Success defines for the student the
concept of “ community capacity.”
The concept of community capacity
is woven throughout this course on
utility planning and is also addressed
in more detail in the other DCED
utility management curriculum. In
fact, there are whole weeklong
training courses provided by DCED
that address the following community
capacity topics in more detalil.

Building/I dentifying

Community Capacity

Adeguate Personnel
Training and Skills
Finance and Funding
Structure and Policies

Adequate personnel. The community
needs enough people to do the work.
If there are not enough people to
administer the project, the project is
likely to fail.

Training and skills People must
have the right skills. For example,
what happens to an accounting

system if they don’ t have drained Siide 23
bookkeeper?

In order to complete al five steps of the planning process your personne will need skills in
engineering, public involvement, construction management, personnel management, financia
management, and organizational management.

Finance and funding. Doing the plan, completing the engineering, constructing the
improvements, and operating and maintaining the system takes money, equipment, time etc.
Does the community have these resources? Think about what happens if the community does
not have the financial ability to manage the money or does not have the funding to do the project.

Sructure and policies. Planning, constructing, operating, and maintaining the system requires
good organizational structure and policies. Does the community have this in place? Do they
have the wherewithal to get organized?
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nstructor Tips o
Form aWork Group
* SPG Page 6

hd StUdentS ShOU|d UndefStand What |S m%nt by the * Why form awork group?
term work group, including other names for it such ¢ SPG Technical e
as citizen advisory committee. Appendix G

* Students should understand how the group can
help in the plan.

* Describe the relationship between the work group B
and the overall public involvement process and the y- .
work group and the governing body.

» Remember that text highlighted in green

represents potential test questions Potential Discussion Questions

| deas for Real Life Examples * Can you think of other reasons to form a
work group in your community?

» Who do you think should be invited to be a
part of the workgroup in your community?

* Provide an example where awork group was used.
Why was it formed? What were some difficulties
with forming the work group? How did (didn’t) it
help?

5
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Speaker Notes

In this section, the emphasize organizing the public involvement effort and the importance of the work
group to overal communication within the community.

Organize the Public I nvolvement Effort in your community - begin by forming a \Wor k Group.

There are many ways to effectively organize the public involvement effort for the plan. They might include
forming a citizen advisory group or work group.

Why form a work group?
To help get commitment to do the master plan.

To help with communication. Thework group will be knowledgeable about the plan and
schedule, and can pass that information onto community members. The work group can serve as
theforum for specific public involvement techniques used during plan development.

To help coordinate other planned activities. Working with the plan coordinator and other work
group members ensures better coordination and less overlap.

To help resolve conflicts.

To build community support from key people. If all stakeholders are involved in the work group,
there will be more* buy-in” and support for the project as it moves through the planning process.

To generate good ideas. The more diverse the group, the better the ideas.

As anoteto students, have them look at Appendix A in the guidebook for information on stakeholders and
forming awork group.

I nstructor Manual Page 24 Department of Community and Economic Development



08/29/2000

Utility Planning - Advanced

FormaWork Group

This section presents information on
organizing the public involvement
effort and the importance of the work
group to successful communication
during the project.

There are many ways to effectively
organize the public involvement
effort for the plan. They might
include forming a citizen advisory
group or work group.

Why form a work group?

To help get commitment to do the
master plan.

To help with communication.
The work group will be

know ledgeable about the plan and
schedule, and can pass that
information on to community
members. The work group can
serve as the forum for specific
public involvement techniques
used during plan development.

Form a Work Group

* Why form awork group?
— Help get commitment
— Help with communication

— Help coordinate other
planned ectivities

— Help resolve conflicts

— Build community support
from key people

— Generate good ideas

Planning for Utilities Slide 24

To help coordinate other planned activities. Working with the plan coordinator and other
work group members ensures better coordination and less overlap.

To help resolve conflicts.

To build community support from key people. If al stakeholders are involved in the work
group, there will be more “ buy-in” and support for the project as it moves through the

planning process.

To generate good ideas. The more diverse the group, the better the ideas.

Refer to Appendix A in the Sanitation Planning Guidebook for information on stakeholders and

forming awork group.

Department of Community and Economic Devel opment
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nstructor Tips e
¢ SPG Page 6 Membership & Role

» Students should understand who should be " oo b ol

% involved in awork group and what role the
o workgroup plays
(@ * Students should understand how the group can - Wt s e r0”
) help in the plan
_g\ :

o

(@)

S

op | deasfor Real Life Examples Potential Discussion Questions
8 * Provide an example of how awork group list was » Who do you think should be involved in a
= designed and how members were selected work group if you formed onein your

@) (invitations, etc). What was the group’s role? How community?

: . o
% did the group help the project or plan® « What role should they have?
—

Speaker Notes

In this section present details on the member ship and role of the work group.

How do you deter mine who should be involved in the work group? Beinclusive. Invite everyone who may
be:

interested in the outcome of the group’s efforts. For example, community leaders, agencies,
business owners, the school district, and housing authority will likely be interested in sanitation
planning as it may impact their decisions.

affected either directly or indirectly by the planned action. For example, residents, businesses,
village and regional corporation could be directly affected by the location of sewer and water lines
in relation to their property.

knowledgesble about sewer and water and land use issues in your community. For example, long-
time residents, elders can provide tremendous knowledge about the community that may not be
“ published” data.

What isthe role of the work group? Thework group provides aforum for stakeholders
To represent their interest by voicing the knowledge and opinions of those they represent at work
group meetings.
To take information, decisions, and questions from the work group back to those they represent.
To actively attend work group meetings and help complete special projects, (i.e. provide labor)

To represent the work group by listening and answering questions outside of meetings. For
example, if stopped at the store, the representative should be prepared to listen and respond.
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Work Group Member ship and
Role

How do you deter mine who should be Work Group

involved in the work group? Be

inclusive. Invite everyone who may Membership & Role

be:

interested in the outcome of the * Who snould be involved in
group’ s efforts. For example, the work group?
community leaders, agencies, — Those interested in the
business owners, the school outcome
district, and housing authority B
willlikely be nterested in glgﬁf]‘;agcefi;id by the
sanitation planning as it may
impact their decisions. — Those knowledgeable about
the planned action
affected either directly or * What is ther role?
indirectly by the planned action.
For example, residents,
businesses, village and Regional
Corporation could be directly
affected by the location of sewer
and water lines in relation to their R <
property. -
Se

knowledgeable about sewer and water and land use issues in your community. For example,
long-time residents, elders can provide tremendous knowledge about the community that
may not be “ published” data.

What isthe role of the work group? The work group provides aforum for stakeholders:

To represent their interest by voicing the knowledge and opinions of those they represent at
work group meetings.

To take information, decisions, and questions from the work group back to those they
represent.

To actively attend work group meetings and help complete specia projects, (i.e. provide
labor)

To represent the work group by listening and answering questions outside of meetings. For
example, if stopped at the store, the representative should be prepared to listen and respond.
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I nstructor Tips

» Students should understand the importance of
public involvement.

» Remember to point out that thereis awhole
appendix on public involvement in the Sanitation
Planning Guide.

» Don’t spend too much time on this slide as
additional slides follow with more detail.

|deas for Real Life Examples

* Provide an example of agood public involvement
effort. What made it successful? How was the
public involved? How did public involvement affect
the outcome of the project or plan?

IS
ol
S
g
o
=
&
Q)
9\
S
¢
—l

Speaker Notes

Refer ences
. SPG Append|X A Public Involvement

* Why?
* Who?

* SPG Technica + When?
Appendix A - How?

Potential Discussion Questions

* Ask students to share what public
involvement techniques they know about or
have used.

» What kind of public involvement has been
tried in your community? Did it help? - why
or why not?

following questions by the end of the unit:
» Why involve the public?
* Who should be involved?
» When do you include them?

» How do you do it?

This slide introduces the concept of public involvement. Provide abrief overview of the key elements of
public involvement section that you will be discussing. Each student should understand the answers to the

I nstructor Manual Page 26
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Public | nvolvement

This slide introduces the concept of
public involvement. It provides a
brief overview of the key elements of
public involvement section that will
be discussed. Each student should
understand the answers to the
following questions by the end of the
unit:

Why involve the public?
Who should be involved?
When do you include them?

How do you do it?

Public I nvolvement

Why?
Who?
When?
How?

Planning for Utilities

Slide 26
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nstructor Tips ey ‘
Why involve the public?
* SPG Page4

« Students should be able to identify reasons why it - Buid Ownership

« Notification

important? Why not just develop aplan and

* Incorporate a story about a project failing to move : )
P Y proj g let the community know about it later?

ahead because of lack of community support based
on apoor public involvement strategy. * Have students discuss their experiences
(good and bad) with public involvement.

S is important to involve the public. * SPG Appendix A, - Guicknce

— . . . Pwe A_l : Bj;ﬁwa:;l?wlam
Al * Remember that text highlighted in green + Education

@) represents potential test questions. e
)

]

e

(@)}

=

op | deasfor Real Life Examples Potential Discussion Questions
8 * Incorporate a story about loca knowledge. » Why do you think public involvement is
c

i

—

Speaker Notes

In this section present details on why involve the public in the utility master plan process.

* Build Ownership. To empower and assign responsibilities for taking action. With public involvement you
gather different opinions, expertise, experiences that you can combine to achieve your community’s goals.
With it, the community will more likely support the project.

* Notification. To inform them about the planning process. Notification is an important and critica role of
public involvement. With adequate notification of a project purpose and schedule, you are sureto gain
interest in the outcome.

» Guidance. To receive guidance and direction from the public throughout the process. Without public
guidance, the proposed project may not be built, the best solution may not be identify, and you are likely to
end up with adissatisfied citizenry.

» Data Gaps. To gather information from the public to fill in the gaps and to take advantage of local
knowledge. Traditional knowledge can then be incorporated into the overall project description and
aternatives analysis and refinement.

» Document Review To have the public review key documents - this ensures that the project is on the right
track. By involving the public, you create a cooperative atmosphere for developing and evaluating
aternatives.

*Education. To educate and in turn build support for the project and encourage ownership in the results.
* Leadership. To inspire and promote leadership for the process and project.
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Why involve the public?

This section presents details on why
you need to involve the public in the
utility master plan process.

Reasons include:

Build Ownership. To empower and
assign responsibilities for taking
action. With public involvement you
gather different opinions, expertise,
and experiences that you can combine
to achieve your community’ s goals.
With ownership, the community will
more likely support the project.

Notification. To inform them about
the planning process. Noatification is
an important and critica role of
public involvement. With adequate
notification of a project purpose and
schedule, you are sure to gain interest
in the outcome.

Guidance. To receive guidance and
direction from the public throughout

Why involve the public?

 Build Ownership
» Notification

e Guidance

» Data Gaps

e Document Review
e Education

» Leadership

Planning for Utilities Slide 27

the process. Without public guidance, the proposed project may not be built, the best solution
may not be identified, or you are likely to end up with a dissatisfied citizenry.

Data Gaps. To gather information from the public to fill in the gaps and to take advantage of
local knowledge. Traditiona knowledge can then be incorporated into the overal project
description and alternatives analysis and refinement.

Document Review To have the public review key documents - this ensures that the project is on
the right track. By involving the public, you create a cooperative atmosphere for developing and

evaluating dternatives.

Education. To educate and in turn build support for the project and encourage ownership in the

results.

Leadership. To inspire and promote leadership for the process and project.
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Instructor Tips S efor onces
* SPG Page 4 Who should be involved?

« Students should have an understanding of what " Poplewto e parcuary

S groups (Stakeholders) they should involve in the * SPG Appendix A, s
o Planning process. PageA-2 R
=Y - Remember that text highlighted in g een e

; represents potential test questions.

x

(@)}

£

op | deasfor Real Life Examples Potential Discussion Questions

8 * Incorporate a story about a project failing to move * Using aflip chart, ask students to identify
= ahead because the some people or groups were not who would need to be involved in their

@l involved. Who was not involved. What happened? community.

% Lessons learnedl.... » What might happen if those people were not
SN - Tel astory where the plan succeeded because of invited or kept informed?

stakeholders being involved.

Speaker Notes

Introduce the concept of “ stakeholders.” Review who they are and their role in public involvement.
Who should you involve? Everyone, but most importantly - Stakeholders

What is a Stakeholder?
Particularly interested in the group’s efforts.
Affected by the planned action.
Know ledgeable about the planned action.
What istheir relationship to the Work Group? All workgroup members should be stakeholders but not all

stakeholders will be invited to be on the work group. The Work Group is made up of “ stakeholders” that
represent the community, the state and federa agencies and regional groups.

I nstructor Manual Page 28 Department of Community and Economic Development



08/29/2000

Utility Planning - Advanced

Who should be involved?

Everyone, but most importantly -
Stakeholders

What is a Sakeholder? A
stakeholder is someone who is:

Particularly interested in the
group’ s efforts.

Affected by the planned action.

Knowledgeable about the planned
action.

What isthe relationship of

stakehol der s to the Work Group? All
workgroup members should be
stakeholders but not all stakeholders
will be invited to be on the work

group.

The Work Group is made up of

“ stakeholders” that represent the
community, the state and federa
agencies and regional groups.

Who should be involved?

e People who are particularly
interested in the group’ s
efforts

» People who are affected by
the planned action

 People knowledgeable about
the planned action

Planning for Utilities Slide 28
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I nStr UCtor TIpS References When and how should we
« SPG p®e 4 involvethe public?

« Provide Students with abrief overview of the - Informa Small Group

* Public Meeting

% various public involvement techniques. * SPG Appendix A + P g
[aB * During various exercises over the course of the * SPG Technicd v

'@ Workshop, remind students “ This next exercisewe Appendix A

; will do is an example of the public

'g involvement technique.”
aay © Remember the techniques described in arein : —
o Appendix A of the SPG.
¢=1 « Remember that text highlighted in green . . . .

8 represents potential test questions. Potential Discussion Questions

~ . » When do you involve the public and how do

- |deas for Real Life Examples you know when it is the right time?

*8 « Provide an example of asuccessful use of apublic « Which of the described techniques have you

% involvement technique. Why was it successful? seen conducted? What was the process? What
Sl Who was involved? How did it overcome an worked or didn’t work with the technique?

obstacle in the project?

Speaker Notes

Technique When and How to Use the Technique?

Informal Small Group Talking at the post office, store. Useto gather information informally, to
allow people to communicate informally. Good any time during the process.
Keep track of what you hear.

Public meeting Not a hearing but somewhat formal; held throughout the process to gather
information and comments on project alternatives; to select preferred
aternative. Need to advertise and keep track of what is said. Be
prepared;consider the use of afacilitator.

Public hearing Formal, decision-making meeting. Typically used at the end when adopting
resolution in support of project. Need to advertise and keep minutes.

Facilitation A technique that allows the meeting to be focused and maximum participation.
At any time during the process. Needs to be trained, facilitator. Useful when
thereis controversy or difficulty reaching consensus.

Open Office Palicy Whether planning coordinator or work group, be available, approachable and
keep an open door policy throughout the planning process.

Conduct Exercise5or 5a Public Involvement Techniques
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When and how should we involve
the public?

There are numerous effective When and how should we

techniques for involving the public.

Depending on the particular situation, involve the public?

one technigue may be more

appropriate and more effective.
Below is a description of techniques  Public Meeting
and when and how they might be

used.

Technique

Informal Small

Group

Public meeting

Public hearing

Facilitation

Open Office
Policy

e Informa Small Group

* Public Hearing
» Facilitation
When and How to Use the « Open Office Policy

Technique?

Taking at the post office,
store, etc. Useto gather
information informally, to
alow people to
communicate informally.
Good any time during the
process. Keep track of what

you hear. Fﬁ

Not a hearing but somew hat Slide 29
formal; held throughout the

process to gather information and comments on project adternatives; to select preferred
dternative. Need to advertise and keep track of what is said. Be prepared; consider the
use of afacilitator.

Formal, decision-making meeting. Typically used at the end when adopting resolution
in support of the project. A hearing is usualy held before adopting the Preferred
Alternative. Need to advertise and keep minutes.

A technique that allows the meeting to be focused and maximize participation. Can be
used at any time during the process. Use atrained facilitator. Useful when there is
controversy or difficulty reaching consensus.

Whether planning coordinator or work group, be available, approachable and keep an
open door policy throughout the planning process.
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i o
¢ SPG Appendlx A involve the public?

« Continue to review techniques and when they - Branstorming

« Visioning

Work « SPG T&:hn|cd « Problem Solving
. . . Appendlx A : ﬁ:g:zivs:::/ueeywiamng
» Remember that text highlighted in green « Lerge Group Response Bxercise

represents potential test questions.

| deas for Real Life Examples

« Provide an example of a successful use of a public Potential Discussion Questions
involvement technique from this list. Why was it « Ask students to share their experience, if any
successful? Who was involved? How did it with any of the public involvement techniques.

overcome an obstacle in the project?
» Which ones worked best for them and why?

5
ol
S
§
o
=
=
O
9\
5
¢
—l

Speaker Notes

Techniques (Continued)  When and How to Use the Technique?

Brainstorming Thinking out loud about all ideas & solutions. Good for identifying issues;
useful when determining pros and cons. Need to follow the rules for
brainstorming.

Visioning A shared image of what folks want in their community. Useful at the
beginning. Rules apply, not afree-for-al. Useafacilitator.

Problem-solving Quick-paced group meseting to identify solutions to problems. Good when
developing dternatives; people work hard to come up with solution. Ensure
that structure is well-designed and that facilitator is prepared.

Public survey Determines public opinion. Good at the beginning of the process.

Intensive interviewing Allows more focused survey. Good for working with elders or persons having
a specia/long-time relationship in the community or specialized knowledge;
useful for aternatives analysis as complement to a public meeting.

Large group

response exercise Way to quickly display and summarize responses of alarge group of people to
aset of questions. Useful during development and refinement of aternatives.

Conduct Exercise 6 or 6a Public Involvement Techniques
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When and how should we involve
the public (continued)?

Techniques
(Continued)

Brainstorming

Visioning

Problem-
solving

Public survey

Intensive
interviemng

Large group

I esponse exer cise

When and How to Use the
Technique?

Thinking out loud about all
ideas & solutions. Good for
identifying issues; useful
when determining pros and
cons. Need to follow the
rules for brainstorming.

A shared image of what
folks want in their
community. This technique
is very useful at the
beginning of the process.
Rules apply; this is not
intended to be afree-for-all.
Use afacilitator.

Quick-paced group mesting
to identify solutions to
problems. Good when

When and how should we

involve the public?

 Brainstorming

* Visioning

* Problem Solving

* Public Survey

* Intensive Interviewing

» Large Group Response Exercise

Planning for Utilities Slide 30

developing alternatives; people work hard to come up with solution. Ensure that the
structure is well designed and that facilitator is prepared.

Determines public opinion. This is aso good at the beginning of the process. Survey
guestions should be structured so that answers are easy to analyze and quantify. If
feasible, the entire community should be included in the survey. It' s agood ideato test
the survey to make sure the questions are easily understood.

Allows more focused survey. Good for working with elders or persons having a
specia/long-time relationship in the community or specialized knowledge; useful for
dternatives analysis as complement to a public meeting.

A way to quickly display and summarize responses of alarge group of peopleto a

set of questions. Use this technique during development and refinement of aternatives.
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e Overhead projector

* Flip chart/easd &
markers

» Understand forecasting techniques.

» Microphone

Goal of this L esson Schedule = Lesson 3
esson” Collecting Information

To help participants understand why it is important L esson: 4.5 hours ¢ P
tO |dmt|fy SpeCIfIC ISSUGS/pI’Ob|emS |n the Length . Backg?z?und informaiion
community early in the process, how to set goals . Problem | dentification IV
and objectives for the future, and how to collect the & Goa Setting 1.5

CCD right information. hours

15 | Educational Objectives » Background

= Information and et -

S After completing this lesson participants should be Forecasting 1.5 hours

=y | - Understand how to identify a problem and how to hours

f= set goals and objectives. . Exercises 1.5 hours

*8' » Describe how to collect technical information. Equipment/Supplies:

= . maps.

o Use maps

O

m

-

%

—

Speaker Notes

Present this as an overview slide of the four components to be discussed in the Collecting I nfor mation
section of thecourse. They are:

* identifying problems

* setting goals and objectives

» collecting background information, and
» forecadting the future
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Lesson 3 Collecting

Information

] +  asn @ Lesson 3

esson o. . ours . .
Collecting Information

Length:

 |dentifying Problems
Problem Identification & Goal » Setting godls, and objectives

Setting 1.5 hours . . .
Background I nformation and Background information

Forecasting 1.5 hours » Forecast the future
Lesson Worksheet .5 hours
Exercises 1.5 hours

There are four components to be
discussed in theCollecting

Infor mation section of the course.
They are:

identifying problems
setting goal s and objectives
collecting background
information, and
forecasting the future

Planning for Utilities Slide 31

Learning Objectives. To understand why it is important to identify specific issues or problems in
the community early in the process, how to set goals and objectives for the future, and how to
collect the right information.

After completing this lesson you should be able to:
Understand how to identify a problem and how to set goas and objectives.
Describe how to collect technica information.
Understand more about using maps.
Understand forecasting techniques.
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I nstructor Tips

*» Thekey in this section is to discuss how to identify
problems; how to set goas; how to set objectives;
and what public involvement techniques work best
for each task.

» Don’t spend too much time on this slide as
additional slides follow with more detail.

» Remember that text highlighted gr een represents a
potential test question.

| deas for Real Life Examples

* Provide an example of acommunity that has a
good set of goals and objectives. How does the
goals and objectives help the community make
decisions?

=
9
©
S
o
=
g
g
S
™
=
i
—

Speaker Notes

09/06/2000
Refer ences Problems, Goals, and
e SPG P@e? @ Objectives
« |dentifying Problems

* Setting Goals
* Setting Objectives

Potential Discussion Questions

» Have any of you been involved in goal
setting exercises? What was the process?

* Ask students what techniques they know of
that can be used to identify problems and
issues and to set goas and objectives.

» What type of technique in their opinion,
worked best and why?

plan.

going to do to achieve those goals, .

Briefly introduce the elements of this section - Problems, Goals, and Objectives.

* |dentifying problems. Thefirst step in sanitation planning is to identify the problems or issues. Knowing
what it is you need to fix, resolve, improve, or build provides you with the basic focus for the sanitation

Use facilitation and brainstorming technigques or hold a visioning session or public meeting to identify water
and sewer problems as well as genera community problems and issues. Problems may include not only
sewer and water problems but other community development concerns such as location of future housing,
public facilities, schools, roads, airport and any environmental problems. 1n some cases, the problem may
present itself as an opportunity for the individua community.

* Setting Goals & Objectives. “ If you don’t know where you are going, you'll never get there.” This holds
true for sanitation planning. The goals and objectives bring the sanitation plan to life. 1f you don’t have a
clear vision of your goals for resolving the identified problems the project is more likely to fail. We will
learn how to set your goals for addressing the problems, and how you identify what you are specificaly

I nstructor Manual Page 32
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Problems, Goals and Objectives

This section presents details on

identifying problems, and setting Problems, Goals, and
goas and objectives. @

Objectives

Identifying Problems The first step in .
sanitation planning is to identify the * Identifying Problems
problems or issues. Knowing what it o Setting Goals

is you need to fix, resolve, improve, . : N

or build provides you with the basic Setting Objectives
focus for the sanitation plan.

Use facilitation and brainstorming
techniques or hold a visioning session
or public meeting to identify water
and sewer problems as well as
general community problems and
issues. Problems may include not
only sewer and water problems but
also may include other community
development concerns such as
location of future housing, public

facilities, schools, roads, airport and ."%
any environmental problems. In =
some cases, the problem may present Siide 32

itself as an opportunity for the
individual community.

Setting Goals & Objectives “ If you don’ t know where you are going, you' Il never get there.”
This holds true for sanitation planning. The goals and objectives bring the sanitation plan to life.
If you don’ t have a clear vision of your goals for resolving the identified problems, the project is
more likely to fail.
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I nstructor Tips

« Students should understand that issues and -
problems are similar and that general community :
development problems are important to sanitation e o conmty s
planning.

@ How do weidentify
problems?

[« * Be sure you point out that in order to identify
A=R problems, many different people need to be involved
Iof - the process needs to include diverse interests. e
S
o) | deasfor Real Life Examples
c
=3 * Provide an example of asuccessful use of apublic Potential Discussion Questions
§ involvement technique that brought the public )
¥ofl together to identify problems. * What are the problems facing your
8 community? How might these general
™ problems relate to sanitation planning?
% « Why might it be important to know problems
like housing or transportation problems when
% planning for sanitation projects?
—
Speaker Notes
How do we identify problems? The key to identifying the problem is to know who to ask and how to ask
them.

» Ask the public. The Work Group is agood placeto start. Using asmall group discussion technique and
brainstorming, facilitate a problem-identification session. Be sureto include not only the Work Group
members but anyone interested from the community, the local government, the state and federal
governments, and regiona organizations. In addition to the small group meeting, consider doing a survey of
the community and intensive or informal interviews with community leaders. These two additional
techniques will allow you to reach awider, more diverse group that may be unwilling or unable to attend
meetings.

» Ask an engineer. Assuming thereis an engineer assigned to the project (either consultant or state/federal
staff), ask them to identify water and sewer problems in your community. Ask them to supply supporting
information such as reports, maps, photographs, cost estimates to upgrade or repair. You may need to have
the engineer inspect the existing system.

» Ak your gtaff. Talk to your utility operator, your village or city administrator, and anyone else on staff
that might have had experience with both managing the utility and maintaining and operating the utility.

Note: Many general community development problems are closely linked to water and sewer problems.
Encourage participants to share any issues or problems they know of regarding housing needs, road
issues, and environmental concerns.

Conduct Exercise 7 Problem I dentification
Pur pose of Exer cise - to lear n different waysto identify problemsin a community.
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How do we identify problems?

The key to identifying the problem is to know who to ask andhow to ask them. An engineer
alone should not identify water and sewer system problems. Everyone must help identify
problems, needs, goals, and objectives.

Ask the Public. The Work Group is agood place to start. The Work Group must hear from the
public. Get residents to talk about the problems they have with the community as a whole and
not just the water and sewer problems. Using a small group discussion technique and
brainstorming, facilitate a problem-identification session. Be sure to include not only the Work
Group members but anyone interested from the community, the local government, the state and
federa governments, and regiona organizations. In addition to the small group mesting,
consider doing a survey of the community and intensive or informal interviews with community
leaders. Ask residents to identify the problems they have had, ones they see coming up, and
which ones are short-term and long-term problems. Have residents tell you which problems are
most important.

These two additiona techniques will alow you to reach awider, more diverse group that may be
unwilling or unable to attend meetings.

Ask an Engineer. Assuming there is an engineer assigned to the project (either consultant or
state/federa staff), ask them to identify water and sewer problems in your community. Ask them
to supply supporting information such as reports, maps, photographs, and cost estimates to
upgrade or repair. You may need to have the engineer inspect the existing system. Ask them to
list the problems from a professiona engineering perspective. It’ s not too early to start thinking
about the cost of operating and maintaining a new water and sewer system. The problems you
may be having operating or maintaining your current system are important to know about as you
start to think about the system you want in the future.

Ask your staff. Talk to your utility operator, your village or city administrator, and anyone else
on staff that might have had experience with both managing the utility and maintaining and
operating the utility.

Note: Many general community development problems are closely linked to water and sewer
problems. Can you think of any in your community?
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nsiructor Tips o ‘
@ Setting Goals
o« SPGPage7

» Students need to understand what agoal is and - Whatis agod?

* How do weidentify our goas?

how to develop goal statements. + SPG Appendix A, " s moten T
P@% A—G, 7, 9’ and 11 « Example godls

« Students need to understand the link between
I ssues and goals.

» Remember that text highlighted in green

represents potential test questions. )
|deas for Real Life Examples Potential Discussion Questions

* Provide examples of well-worded god statements. » How might a goal statement help the

. o community make better decisions?
* Provide example of a public involvement

technique that works for god-setting. » Areyou awareif your community has a set

. ? they?
* Tell astory where having god statements helped a of goal statements? Wht are they

project. Why did it help?

=
9
©
S
o
=
g
g
S
™
=
i
—

Speaker Notes

In this section, present information on Setting Goals. Describe what agod is, how to identify one, and
applicable public involvement techniques.

» \What is a goal ? Goals are broad statements designed to solve the problem identified. Goals are guiding
statements of what the community would like to become in the future,

» How do we identify goals? In order to set goals and define your community’s vision for the future, it
should answer key questions such as:

*Where are we headed? What will our village look likein 20 years?

*What values do we find most important?

*What kind of future do we want to create?

*Example Goal Satement
To provide flush toilets to each house in the community.

*Public I nvolvement Techniques for Setting Goals

Brainstorming, creating avision, public survey, and large group response exercise are techniques that can be
used to set gods.
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Setting Goals

What isa goal? Goals are broad
statements designed to solve the

problem identified. Goals are @
guiding statements of what the
community would like to become in
the future.

Setting Goals

 What is agod?
* How do we identify our goals?

How do we identify goals? In order — Public Involvement Techniques

to set goas and define your
community’ s vision for the future, the  Example gods
community should answer key
guestions such as:

Where are we headed? What will
our village look like in 20 years?
What vaues do we find most
important?

What kind of future do we want
to create?

The answers to these questions guide N
your water and sewer plan because .‘@

community goals:

Describe what people want

Look to the future

Say things that most everyone can agree with
State the issues that residents find most important

Example Goal Satement.
To provide flush toilets to each house in the community.

Public Involvement Techniquesfor Setting Goals. Brainstorming, creating a vision, public
survey, and large group response exercise are techniques that can be used to sefjoals.
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I nstructor Tips

* |If students thought goal-setting was hard,
objectives are even harder. Be sureto go over the
difference between goals and objectives. Practice
writing afew in the lesson.

* Students should understand the link from issues to
goadls, to objectives.

» Remember that text highlighted in green
represents potential test questions.
|deas for Real Life Examples

* Provide an example where a successful use of a
public involvement technigue helped in developing
objectives.

*Provide examples of well-worded objective
statements.
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Speaker Notes

Refer ences
e SPGPeges7& 8

» SPG Appendix A,
Pages A-8 and A-11

@ Setting Objectives

* What is an objective?

* Objectives lead to action

« How do weidentify our objectives?
— Public Involvement Techniques

« Example objectives

Potential Discussion Questions

* Ask students to share their experiencein
dedling with goals and objectives

» Which ones worked best for them and why?

» Example of an Objective.

to set goals.

Conduct Exer cise 8 Setting Goals and Obj ectives
Pur pose of Exercise - to give students experience in actually writing goals and obj ectives.

In this section present information on Setting Objectives. Describe what is an objective, how to develop
one, and useful public involvement techniques for setting objectives.

» What isan objective? Objectives lead to action. Objectives help ensure the goal is reached.

An objective is a specific way to attain the broader goal. Its results can be measured. Objectives help to
bring agreement on how to achieve the goal; without an objective the goal may end up being meaningless.

» How do we identify our objectives? Will we know one when we write one?

You can tell you have written an objective when it identifies what is going to be done to achieve the goal.
The objective will state when the goal isto be done and sometimes who will do it.

At least 60% of all households shall be hooked up to sewer by the year 2005.

* Public Involvement Techniquesfor Setting Objectives
Large group response exercise, facilitation, and structured problem solving are techniques that can be used
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Setting Objectives

What is an objective? Objectives
lead to action. Objectives help ensure
the goal is reached.

An objective is a specific way to
attain the broader god. Its results can
be measured. Objectives help to
bring agreement on how to achieve
the goal. Without an objective the
goa may end up being meaningless.

How do we identify our objectives?
Will we know one when we write
one?

You can tell you have written an
objective when it identifies what is
going to be done to achieve the goal.
The objective will state when the goa
is to be done and sometimes who will
doit.

Writing goals and objectives is more
challenging than naming problems

@ Setting Objectives

* What is an objective?
» Objectives lead to act

e How do we identify our objectives?
— Public Involvement Techniques

» Example objectives

Planning for Utilities

ion

Slide 35

because gods and objectives refer to the future and not to your everyday experience. They are
important for guiding future development and therefore critica for planning your water and

sewer upgrades.

Example of an Objective.

At least 60% of all households shall be hooked up to sewer by the year 2005.

Public Involvement Techniques for Setting Objectives Large group response exercise,
facilitation, and structured problem solving are technigques that can be used to set goals.
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Instructor Tips References = e

. .. ¢ SPG Pane9-13 Information
o EmphaSIZG that thlS |S the Stq:) Whel’e the @ . : mv:elro gele\“nforgwa‘uon |
community lays the groundwork for making . iPGe;]r;r):(hrlcal " Meppingyoes rormetion
decisions about future development. PP

* Remember that text highlighted in green

represents potential test questions.

| deas for Real Life Examples Potential Discussion Questions
» Show student the background information section * Ask students to share any research

from atypical sanitation plan. experiences they might have had. What

sources wererealy useful? What kinds of tips
would they offer others?

» Why is it important to collect background
information?

=
9
©
S
o
=
g
g
S
™
=
i
—

Speaker Notes

This is an overview slide that introduces the key points in collecting backgr ound infor mation.

Gather information that is relevant to the problems you are trying to solve and that is relevant to the goals
and objectives you want to achieve. Begin by reviewing the problems identified, the goals to be achieved,
and the objectives for reaching those goals. Work with the community to ask the following questions:

» Wherecan | get information? Knowing whereto acquire information is critical to this step. A good
placeto start is organizing your efforts using the checklist on page 13 of the guidebook. Conduct interviews
with community members and surveys of residents, collect maps, gather information and reports from non-
profit organizations, libraries, state and federal agencies, internet sources, and perform field studies if
necessary.

» What information do | need? Typically you will need data about existing conditions - this includes socio-
economic, physical, and community information. Different types of information will be needed depending
on the scope or type of your plan or project you are working on.

» What about maps? Maps are an excellent way to display information and to get people talking about
everything from the location of problems to the creation of solutions. Every master plan should have
mapped information about the community setting (buildings, important areas), the physical conditions (soils,
wetlands, flood areas), the proposed aternatives, and the preferred dternative.
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Background Infor mation

Gather information that is relevant to
the problems you are trying to solve
and that is relevant to the goals and
objectives you want to achieve. Begin
by reviewing the problems identified,
the goals to be achieved, and the
objectives for reaching those goals.

Work with the community to ask the
following questions:

Where can | get information?
Knowing whereto acquire
information is critica to this step. A
good place to start is organizing your
efforts using the checklist on page 13
of the guidebook. Conduct interviews
with community members and
surveys of residents, collect maps,
gather information and reports from
non-profit organizations, libraries,
state and federa agencies, Internet
sources, and perform field studies if
necessary.

@ Background

I nformation

* Whereto get information
e What information do | need
» Mapping your information

Planning for Utilities Slide 36

What information do | need? Typically you will need data about existing conditions - this
includes socio-economic, physica, and community information. Different types of information
will be needed depending on the scope or type of your plan or project you are working on.

What about maps? Maps are an excellent way to display information and to get people talking
about everything from the location of problems to the creation of solutions. Every master plan
should have mapped information about the community setting (buildings, important areas), the
physica conditions (soils, wetlands, and flood areas), the proposed dternatives, and the preferred

dternative.
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Instructor Tips References rr——

@ information
» Emphasize that gathering information is knowing SPG Page9 - Famtecommunty

what information to get AND where to get it. * SPG Appendix A,
Pages A-8 and A-11

| deas for Real Life Examples Potential Discussion Questions
* Provide examples in class of information sources - * Ask students to share therr favorite
use several types such as published reports, maps, information sources and how they found them.

and the internet. * Ask students if they can think of any other

places to get background information.
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Speaker Notes

On this slide briefly review wher e to get infor mation with details to follow. Begin by briefly reviewing
the four genera places where one could gather information.

» Ask community members. Traditional local knowledge is an important part of the information about a
community. Talk to elders and community leaders - ask them to share their knowledge about the village, the
environment, history, etc.

*Other Organizations. State and federal agencies, non-profit organizations, libraries, and the internet have a
wedlth of information that can be used in this planning step. Be sure to use the checklist in order to keep
your effort organized and efficient.

* Field Sudies: When you cannot find published information, you may have to conduct field studies and
gather the information first-hand. Many field studies can be done by the community; others may haveto be
done by professional scientists, engineers, etc.
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Whereto get information.

There are three genera places where
you can obtain information about
your community.

Ask community members. Traditiona
local knowledge is an important part
of the information about a
community. Talk to elders and
community leaders - ask them to
share their knowledge about the
village, the environment, history, etc.

Other Organizations State and
federa agencies, non-profit
organizations, libraries, and the
Internet have a wedth of information
that can be used in this planning step.
Be sure to use the checklist in order
to keep your effort organized and
efficient.

Field Sudies When you cannot find
published information, you may have
to conduct field studies and gather the
information first-hand. Many field
studies can be done by the

e From the Community

e Gather information from other

organizations

» Do field studies to fill data gaps

Planning for Utilities

Where to get
information

Slide 37

community; others may have to be done by trained scientists, engineers, etc.
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. Community
*» One of the most often overlooked sources of SPG Pages 9.& 10 - Community Members
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* From Maps

information is the community itself. Review spCommunity Surveys

* Community Capacity

different ways to gather information from residents.

|deas for Real Life Examples Potential Discussion Questions
* Provide examples of mapping that have been done » What kind of information do you have right
to gather and document background information. in your community?

Have on hand examples of community surveys.

Speaker Notes

Here is where you now present more details on gathering information from the community

» Community Members. There are people in your community that have information you need for the master
plan. Elders, community leaders, and young people al have information about the community, its existing
water or sewer system (if thereis one), and the physica environment. 1n addition, community health aides,
city or village employees, the local store owner, teachers, and other residents might have information you
can use. Village and regional corporations are also an excellent source of information..

» Maps. Have the community do its own map . Have them mark the location of important buildings,
subsistence use areas, berry-picking, hunting and fishing, and cultura areas. Have them mark where
flooding has occurred even if it is intermittent. ldentify the location of sacred places that need to be
protected and avoided. Have them locate potential water sources. Using this same base map, have members
identify areas suitable for future housing or anew sewage lagoon or new school or water treatment plant.
More information on mapping will occur later in this section.

» Surveys. Community surveys and assessments can be conducted in order to gather information about the
existing system - how well it works, who runs it, the problems with it, and potential solutions. This
information will be key to assessing community capacity to build, own, operate, and maintain afuture
system.

» Community Capacity. In planning for sanitation improvements, assessing your community’ s capacity
cannot be overemphasized. It isimportant that the project in your community has been planned, designed,
and implemented to fit your capacity to operate and maintain it. It is important to gather this information
from the community early in the planning process.

I nstructor Manual Page 38
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From the community.

There are many information sources
right in your own community.

From the
Community Members. There are @ Community
people in your community with
information you need for the master
plan. Elders, community leaders,
community health aides, city or
village employees, the local
storeowner, teachers, and other
residents al may have information
about the community, its existing
water or sewer system (if thereis
one), and the physical environment.

Community Members
From Maps
Community Surveys
Community Capacity

Maps. One idea you might want to
try is to have the people in your
community make a map. Have them
locate important buildings,
subsistence use areas, berry-picking,
hunting and fishing, and cultura
areas. Have them mark where ;.g
flooding has occurred. |dentify the
location of sacred places that need to : i o
be protected and avoided. Have them

locate potential water sources. Using this same base map, ask the work group members or
leaders to identify areas suitable for future housing or a new sewage lagoon or new school or
water treatment plant.

Surveys. Community surveys and assessments are a good way to evaluate your water and
wastewater system to get an idea of your community’ s ability to operate and maintain what you
have dready. This information will plan for its future needs.

Community Capacity. In planning for sanitation improvements, assessing your community’ s
capacity cannot be overemphasized. It is important that the project in your community has been
planned, designed, and implemented to fit your capacity to operate and maintain it. Many
projects have been planned, designed, and implemented when later it was determined that the
community did not have the capacity to run the system or improvements.

Gathering Information via Telephone. If you use the telephone to gather information (a
community survey or agency contact), be prepared to take notes. Be courteous, identify yourself
up front, determine whether you are talking to the right person, ask clear concise questions, ask
for hard copies of reports, and thank the person for their time.
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* Highlight the various organizations and type of
information they provide. Include village and
regiona corporations, non-profits.

Instructor Tips References = m—
. Organizations
* If possible, have acurrent list of state and federal SPG Page 10 + Stomi P i
. . . . . . + Nonprofit Organizations
agencies and nonprofits applicable to the region in * SPG Appendix A, ‘ Licaies
which the course is taught. Pages A-8 and A-11 s

|deas for Real Life Examples Potential Discussion Questions
 Have on hand bibliographies from published sewer « Can you think of other places to get

and water master plans. background information about your

* Provide an example of project where background community?

information was missing or not collected that led to
bad decisions being made - only to find out later

that agency had just the information we
needed.
Speaker Notes

In this section present details on gathering information from other or ganizations.

» Sate and Federal Agencies. Many state agencies may have already gathered information about your
community. Agencies like the ADOT & PF collect community transportation information as they develop
arport, road, or marine highway projects in each community. In many cases, ADOT & PF or another agency
may have aeria photography or detailed maps. In some cases, they may have collected physica information
(soils, geology, wetlands, hydrology) for their projects. The DCED and ADOL collect information about the
people and economy in your community. This includes information about the local government structure,
the population, employment, income, land use, and site control or land ownership. The USFWS and ADFG
collect important information about fish and wildlife - species, population, breeding, rearing and feeding
habitat, vegetation and wetlands, and subsistence. The ADEC may have information regarding air, land and
water quality, and contaminated sites.

* Nonprofit Organizations. Valuable information can also be found from your loca nonprofit. For
example,the regional nonprofit corporation may have more current demographic, land ownership
information, and even mapping. The local housing authority will have information on housing needs and
proposed housing projects. The University of Alaska (ISER) and statewide tribal organizations (like AVEC
in the YK region or Chugachmiut in PWS region) and others also collect information for many rural Alaska
regions.

sLibrariesand the Internet. Alaskalibraries are linked to each other and to the Internet making research
much easier nowadays. Many of the state and federal agencies and nonprofits also link to the Internet and to
the state library system. If you do not have internet access, caling the library will aso work. Thesetwo
sources aso alow you to involve local school children in the information gathering step.
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From other organizations

Sate and Federal Agencies. Many
state agencies may have dready
gathered information about your

community. Agencies like the Organizations
ADQOT& PF collect community

transportation information as they » State and Federa Agencies

develop airport, road, or marine * Nonprofit Organizations
highway projects in each community. e Libraries

In many cases, ADOT & PF or another
agency may have aeria photography e Internet
or detailed maps. 1n some cases, they
may have collected physica
information (soils, geology, wetlands,
hydrology) for their projects. The
DCED and ADOL collect

information about the people and
economy in your community. This
includes information about the local
government structure, the population,
employment, income, land use, and
site control or land ownership. The
USFWS and ADFG collect important
information about fish and wildlife -
species, population, breeding, rearing Siide 39
and feeding habitat, vegetation and

wetlands, and subsistence. The ADEC may have information regarding air, land and water
qudlity, and contaminated sites.

@ From other

Nonprofit Organizations. Vauable information can aso be found from your local nonprofit.
For example, the regiona nonprofit corporation may have more current demographic, land
ownership information, and even mapping. The local housing authority will have information on
housing needs and proposed housing projects. The University of Alaska (ISER) and statewide
tribal organizations (like AVEC in the Yukon-Kuskokwim region or Chugachmiut in the Prince
William Sound region) and others aso collect information for many rura Alaska regions.

Librariesand the Internet. Alaskalibraries are linked to each other and to the Internet making
research much easier nowadays. Many of the state and federal agencies and nonprofits also link
to the Internet and to the state library system. If you do not have Internet access, caling the
library will dso work. In addition, most agencies and other nonprofit groups have their own
libraries with specialized information. |f your community does not have Internet access, you can
get help from many libraries by calling directly and asking the reference desk for assistance. It is
helpful if you know the specific type of information (for example, subject, author, etc.) you need
before calling.
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structor Tips o ‘
(7] Field Studies
* SPG Page 11

» Explain what field studies are and why they must » Some stuces need qualfied people

* Some Studies you can do yourself

sometimes be done. » SPG Appendix A, - Whereto get help
Pages A-8 and A-11

* Students should understand that some studies can
be done by residents themselves and other studies

of they might want help with.
{8 . Remember that text highlighted in gr een
§ represents potential test questions.
2
c
o |deas for Real Life Examples Potential Discussion Questions
=8  Have available some field study reports for * Ask students if they have ever been involved
§ students to look at. in data collection/field studies for other
8 « Provide examples of data that often must be projects in their community.
el collected in the field because it has never been * Have them share how it worked, did they
l= Collected before (e.g. sails, fish habitat) understand how the information was to be
Q used?
i
—
Speaker Notes

In this section present details on gathering information from field studies.

o What If information you need does not exist? You may need information that has not been collected and
published in areport. Some of the information you may need will never have been collected before by
anybody. In this case, your community may need to do field studies or other research.

» Some studies need qualified people. Some studies will require that you or the funding agency hire a
qualified professional to do the work. Qualified people should do the work to ensure that the findings
provide you with accurate information.

» Some studies your community can do itself. The limits to the type of information your community can
collect itself depends on how technical the information you need is and whether you have residents with the
time and knowledge to collect it. 1n many villages, locas will keep track of westher or flooding
information, collect water samples, or identify culturaly important areas.

» Where can | get help? If you do not have peoplein your community that can do field studies, you may
need to contact ANTHC, the EPA, or the ADEC/VSW for funding assistance. They can sometimes fund
hiring a contractor to do the studies and in some cases, local volunteers may be able to assist with these
contracted studies.

Conclusions: Whether you find the information published in a report or have a study done by a consultant,
the results may be too technical and difficult to understand. Technical advisorslike engineersor scientists
employed by one of the agencies, aregional housing authority, or the regional health corporation can help
you under stand the study findings.
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From field studies.

What if infor mation you need does
not exist? You may need information @

Field Studies

that has not been collected and
published in areport. Some of the
information you may need will never : -
have been collected before by » Some studies need qualified people
anybody. In this case, your » Some Studies you can do yourself

community may need to do field .
studies or other research. Where to get help

Some studies need qualified people
Some studies will require that you or
the funding agency hire someone
with specia training to do the work.
Quadlified people should do the work
to ensure that the findings provide
you with accurate information.

Some studies your community can do
itself. The limits to the type of
information your community can
collect on its own depends on how
technica the information you need is
and whether you have residents with Siide 40
the time and knowledge to collect it.

In many villages, locals will keep track of weather or flooding information, collect water
samples, or identify culturally important aress.

Where can | get help? If you do not have people in your community that can do field studies,
you may need to contact ANTHC, the EPA, or the ADEC/VSW for funding assistance. They
can sometimes fund hiring a contractor to do the studies and in some cases, local volunteers may
be able to assist with these contracted studies.

Conclusions. Whether you find the information published in areport or have a study done by a
consultant, the results may be too technica and difficult to understand. Technica advisors like
engineers or scientists employed by one of the agencies, aregiona housing authority, or the
regiona health corporation can help you understand the study findings.
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i Refer ences
I nStr UCtor TI pS @ Wheat information
, * SPG Page 13 do | need 2
» Students should understand the various types of o + oo s s o
. . . + Physica Environment atur:
information needed to prepare a master plan.  SPG Technica Resoucelornen
AppendIX B + Community Information

» Don’t spend too much time on this slide as
additional slides follow with more detail.

actual master plan.

c

=8 . Remember that text highlighted in gr een

E represents potential test questions. ,‘
= — .
o ) :

S
=¥ I deas for Real Life Examples Potential Discussion Questions

c

E=3 * Introduce examples/aides from the guidebook such * Can anyone think of areason why this

§ as the sample Table of Contents and the Community information should be collected - that is how it
8 Information Checklist. Relate these examples to an will be used in the plan?

™
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Speaker Notes

Begin this section with a brief presentation on how to identify the infor mation needed for the master plan.
Emphasize that not al of this information must be collected for every project. Briefly review the three main
types of information that are typicaly needed.

* Social and Economic Information. This is information about the people in the community - the
demographics, socia and government structure, and the local economy.

* Physical Environment & Natural Resource Information. This information is about the land and
water, the fish and wildlife, and the overal physica characteristics of the community and environs.

» Community Information. This information is about the community itself - the land ownership
patterns, the land use (both existing and future), and the areas important for cultura use by the
community.
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What information do | need?

This section discusses how to identify

the infor mation needed for the What information
master plan. @

do | need ?

Every master plan or sewer and water

project will reguire a slightly « Socia and Economic Information
different set of information.  Physical Environment & Natura
However, there are three main types Resource | nformation

of information that are typically . .

needed. « Community Information

Social and Economic
Information. This is information
about the people in the
community - the demographics,
social and government structure,
and the loca economy.

Physical Environment & Natural
Resour ce Information. This
information is about the land and
water, the fish and wildlife, and

the overall physical See

characteristics of the community and environs.

Community Information. This information is about the community itself - the land ownership
patterns, the land use (both existing and future), and the areas important for cultura use by
the community.
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nstructor Tips " o e
e SPG Page 13 Information

hd StUdentS nwj tO Undel'Stand that the maStef plm « Community Description
should sufficiently describe the existing social and * SPG Technica i
economic conditions in the community. Appendix B e

* They should understand what is meant by terms

like socia information, demographics, economic

information etc.

* They should understand how this information will

be used in the plan.

|deas for Real Life Examples Potential Discussion Questions

* Display examples of social and economic « Why might you want to collect social and

information from an existing plan.

» Describe an instance where poor (good) socia or _ _ _
economic information led to poor (good) decisions « Can you think of any other social/ economic
being made e.g. something was designed with too information you might need?

much (too little) capacity.

economic information?

*Where might you find social/economic
information?
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Speaker Notes
In this section present details on social and economic infor mation or information about people.

» Community Description - Describe the community location and the historical and cultural setting. For
example, if the community is atraditional village, discuss its history, how it came into being, the people that
live there and their historical and cultural relationship to the larger region. This information will help with
evauating aternatives and potentia effects of aternatives on the local residents.

» Demographics - Prepare a demographic profile describing the community’ s population by age, race, gender,
income, education level, marital status, etc. Profileinformation you think will be useful in preparing forecasts
of future growth. Population information, along with information you gathered regarding housing (community
infor mation) will help you forecast future needs.

» Gover nment - Describe the form of local government and its roles and responsibilities. Each community
may differ - some will have a city government, others will have atribal government. Include a description of
the village and regional corporation and their role and responsibility in the community. This information is
important when assessing community capacity to build, own, operate and maintain a utility.

* Services - Local health and socia service agencies (state, federa or nonprofit) will have information on the
past and current health risks and problems in the community. Contact the local clinic officials and health
workers, the school administration, and local health corporation sanitarian/engineers.

» Economy - Collect information about local businesses - revenues generated, sales taxes generated, type of
business, and whether or not the business has been successful. This information will support your forecasts of
future growth and your analysis of community capacity.
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Social and Economic | nfor mation

Community Description. Thisis a
description of the community i i
location and the historica and Socia and Economlc
cultura setting. For example, if the | nformation
community is atraditiona village,
discuss its history, how it came into
being, the people that live there and » Demographics
their historica and cultura
relationship to the larger region. This * Government
information will help with evaluating e Services
aternatives and potentid effects of .

aternatives on the local residents. Economy

» Community Description

Demographics. Prepare a
demographic profile describing the
community’ s population by age, race,
gender, income, education level,
marital status, etc. Profile
information will be useful in

preparing forecasts of future growth.
Typically, population information is
relied upon when planning for future
water and sewer. Population
information, along with information Slide 42
you gathered regarding housing

(community information ) will help you forecast future needs.

Government. Describe the form of local government and its roles and responsibilities. Each
community may differ - some will have a city government, others will have a tribal government.
Include a description of the village and regiona corporation and their role and responsibility in
the community. This information is important when assessing community capacity to build,
own, operate and maintain a utility.

Services. Loca hedlth and socid service agencies (state, federal or nonprofit) will have
information on the past and current hedlth risks and problems in the community. Contact the
local clinic officials and health workers, the school administration, and local health corporation
sanitarian/engineers.

Economy. Collect information about loca businesses such as the type of business, and whether
or not the business has been successful or plans to expand. This information will support your
forecasts of future growth and your analysis.
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I nStr UCtor TI pS References @ Physical Env;onment&
. ; Natural Resource
» Students need to understand that the master plan iPGﬁAK?Ben a?]'é(:_’ 11 - Cimae
should sufficiently describe the existing physica « - Fihndwidite
environment and natural resources in the ! Nt
community. This information will be particularly VS
[« important to state and federal regulatory (permitting)
% agencies.
‘=l * They should understand how this information will
5 be used in the plan.
e
c
=) | deas for Real Life Examples Potential Discussion Questions
*§ » Display examples of physical information from an * Why might you want to collect physical
MO existing plan. environment information?
» Describe an instance where poor (good) physical « Can vou think of ther physical
8 information led to poor (good) decisions being made inf orrri/atiuon ! ou mian rsl{[ ﬁeg,,p ysic
N cg. pipes laid in aflood prone area or eroding y 9 ’
5 location. « Where might you find physical information?
—
Speaker Notes

In this section present details on physical and natural resour ce infor mation

* Climate - Temperature, precipitation (rainfal, snowfall) and wind information will be used when preparing
engineering analysis of the aternatives. Some system technology may be very climate-sensitive. What
works in one region may not work in another.

* Hydrology - Surface hydrology and ground water information includes information on flooding (how
often, when, depth, etc.), availability of year-round water supply, groundwater flow and levels, and
proximity of rivers or streams.

* Fish & Wildlife - This is information on species and the current and historical location of breeding, rearing,
and feeding habitat.

* Land Features - Important land features such as lakes, rivers, hills, and the coastline will affect the location
of the alternatives.

» Natural Hazards - Hazards like flooding and erosion can affect the location and long-term viability of the
aternatives.

» Geology & Soils - Sail types, the presence of permafrost, earthquake susceptibility, and erosion may be
engineering issues of concern when designing the set of dternatives.

* Vegetation & Wetlands - Plant types and location and wetland types and location need to be evaluated
when considering land disturbance impacts from construction of anew system in the community.

The physical or natura resource information affects the engineering feasibility of a project and may also
affect state and federal agency permitting step in the master plan. Like with the previous example, the level
of detail about the physical conditions should be commensurate with the foreseen impacts of the project.

For example, discussion about impacts to the physical environment may need to be more detailed if the
community were converting from a honeybucket system to a piped system than if the project were replacing
an existing piped system.
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Physical and Natural Resource

I nfor mation

Climate. Temperature, precipitation Physical Environment &
(rainfall, snowfall) and wind @

information will be used when Natura Resource

preparing engineering analysis of the
aternatives. Some system

» Climate
technology may be very climate- * Hydrology

sensitive. What works in one region . P

may not work in another. » Fish and Wildlite
» Land Features

Hydrology. Surface hydrology and « Natural Hazards

ground water information includes

information on flooding (how often, » Geology & Soils

when, depth, etc.), availability of . Vegetation & Wetlands

year-round water supply,

groundwater flow and levels, and

proximity of rivers or streams.

Fish & Wildlife This is information
on species and the current and ‘
historical location of breeding, w

>
7

rearing, and feeding habitat.

Land Features Important land Siide 43

features such as lakes, rivers, hills,
and the coastline will affect the location of the dternatives.

Geology & Soils. Soil types, the presence of permafrost, earthquake susceptibility, and erosion
may be engineering issues of concern when designing the set of alternatives.

Vegetation & Wetlands Plant types and location and wetland types and location need to be
evaluated when considering land disturbance impacts from construction of a new system in the
community.

The physicd or naturd resource information affects the engineering feasibility of a project and
may aso affect state and federa agency permitting step in the master plan.

The level of detail about the physica conditions should be commensurate with the foreseen
impacts of the project. For example, discussion about impacts to the physical environment may
need to be more detailed if the community were converting from a honeybucket system to a
piped system than if the project were replacing an existing piped system.
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I nStr UCtor TI pS Refer ences Community

: 0 o
* StUdentS nwj to undaStand that the maSter pla1 * SPG Appendlx A’ « Land Ownership AR
should sufficiently describe community conditions.

P@es A'8 and A' 11 « Planning for Future ‘
» What this means to the student is that they must
understand how existing and future land use and

_ _ . » Where might you find community
* Describe an instance where poor (good) ownership information?
information led to poor (good) decisions being made '
eg. pi;laes laid across land the community did not
control.

Speaker Notes

In this section present details on collecting community infor mation .

* Land Ownership - Collect information on “ site control” or who owns or has rights to ownership of the land
in your community. This information will be important when locating potential water or sewer routes,
treatment plants, or sewage lagoons. Contact the state and federal agencies, the local village corporation and
regional corporation.

* Planning for the Future. Thisis land use information about existing and future locations for:

Residential Development - Collect data on the existing number of houses (single family, apartments, etc.)
and their condition (e.(% hooked up to water/sewer). Contact the loca housing authority about plans for
future housing - what type, how many units, location. Use the local comprehensive plan.

Commercia Development - Contact dl local businesses about their plans for the future - are they planning
on expansion? Do they know of other new businesses that might be coming to town? The State should
have information on business licenses in your community. ADOL typically has information on business
operations (number of employees, revenue generated).

I nstitutional Development - Collect information on schools, government, heslth and socia services, and
public safety. Contact the local village or city council, nonprofits, and regiona organizations (school
district, state agencies) for information on existing development and plans to add new institutions (new
schools, new post office, new jail, new clinic, etcg .

I ndustrial Development -1nformation for industrial development can also be collected from DCED and
ADOL. Tn addition, contact regional corporations or local government for their plans regarding industrial
projects (mining, oil and gas, €tc.).

Transportation - Collect information on existing and future transportation projects from ADOT and from
theloca village comprehensive plan or loca government.

I mportant Community Areas - Collect this information from local residents. Supplement with information
from the state and Tedera agencies and the loca nonprofits.

@ |and ownership information is used to develop
=l dternatives.

g * Remember that text highlighted in green

= represents potential test questions.

[V

= | deas for Real Life Examples

Yy deastor keal Lite P Potential Discussion Questions
E=N « Have examples of the types of site control that _ _
*8' might be necessary to implementation of the master * Why might you want to collect community
AN plan. information?

8 » Have a copy of acomprehensive plan that » Can you think of any other community
ap) identifies future land use and the location of information you might need?

< infrastructure.

i

—
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Community I nfor mation

Land Ownership - Collect
information on “ site control” or who .
owns or has rights to ownership of @ Communlty
the land in your community. This

information will be important when
locating potential water or sewer  Land Ownership
routes, treatment plants, or sewage .
lagoons. Deeds, leases or easements * Planning for Future

are common forms of written — Residential Development

authorization to use land — Commercia Development

. . — Institutional Development
Planning for the Future Thisis land _ P
use information about existing and — Industria ngelopment
future locations for: — Transportation

S * Important Community Areas
Residential Development. Collect

data on the existing number of — Cultural issues

houses (single family, apartments, — Traditiona use areas for berry
etc.) and their condition (e.g. picking, fishing, boat storage etc.
hooked up to water/sewer). Contact
the loca housing authority about
plans for future housing - what

type, how many units, location.

Use the local comprehensive plan.

I nformation

Planning for Utilities Slide 44

Commercial Development. Contact local businesses about their plans for the future - are they
planning on expansion? Do they know of other new businesses that might be coming to town?
The Alaska Department of Labor may have information on business operations (number of
employees, revenue generated).

Institutional Development. Collect information on schools, government, health and socia
services, and public safety. Contact the local village or city council, nonprofits, and regiona
organizations (school district, state agencies) for information on existing development and
plans to add new institutions (new schools, new post office, new jail, new clinic, etc.).

Industrial Development. Information for industrial development can aso be collected from
state and loca agencies and Native corporations for their plans regarding industria projects
(fuel storage, power development mining, €tc.).

Transportation._Collect information on existing and future transportation projects from ADOT
and from the local village comprehensive plan or loca government.

Important Community Areas. Collect this information from loca residents. Supplement with
information from the state and federal agencies and the local nonprofits.
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« Students should understand that much of the SPG Page 12 L v omen?
information they are collecting lends itself to being - Whet s 2 Cengrptic
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Information System?

mapped.

» Students should learn how to use maps to
document the information they will collect.

|deas for Real Life Examples

« Have an example of a paper map and, if possible, Potential Discussion Questions

Gl _S_mapping. Depending on the location of the « Ask if any students have done any mapping?
tra|n|r_|g, use the laptop to display examples of GIS What type? Where did they get the maps?
mapping.

» What about GIS - do they know what it is
and how it can be used?

Speaker Notes

In this section, discuss why information is mapped, different types of mapped information, and how it can
be used in the master plan

» Why Map Your Information? Whether they be simple or highly technical, maps are an excellent way to
depict information. Maps can be paper maps or developed using acomputer and a Geographic Information
System (GIS).

* Paper Maps. Published “ paper maps” of the community can be used to show the location and extent of
natural earth surface features and man-made objects. They provide a basic reference onto which other
specialized information is placed. Paper maps might include cadastral maps which graphically define land
ownership (e.g. tax map). Once you have the base map, take a sheet of clear plastic and lay it over the base
map and draw the features you want to show such as flood areas, new housing, city hall, schools, the airport,
roads, important subsistence use aress. This is away to collect and present avariety of information.

» Geographic Information System (GIS). This is aterm which encompasses the entire field of computerized
mapping which can perform anumber of technica functions. GI S mapping can be used to describe what
exists at a specific location using census tracts, latitude and longitude, and ZIP codes. GIS can track
changes in specific locations over time and depict patterns. GIS can be used to modd scenarios. For
example, if 12 inches of rain fell in acertain watershed, you could predict at what hour and in which
location flooding would occur. Having this type of mapping capability enhances your ability to
communicate technical information in away that many people will more easily understand.

Conduct Exercise 9 M apping I nfor mation
Pur pose of Exer cise - this exer cise demonstr ates how infor mation collected can be depicted on maps.

I nstructor Manual Page 45
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M apping your infor mation.

A good way to display the
information you have gathered is to
map it. There are different types of
mapped information, and ways it can
be used in the master plan

Why Map Your Information?
Whether they are simple or highly
technical, maps are an excdlent way
to depict information. Maps can be
paper maps or developed using a
computer and a Geographic
Information System (GIS).

Paper Maps. Published “ paper
maps” of the community can be used
to show the location and extent of
natura earth surface features and
man-made objects. They provide a
basic reference onto which other
specidized information is placed.
Paper maps might include cadastral
maps to graphicaly define land
ownership (e.g. tax map). Once you
have the base map, take a sheet of

* Why map your information?

» Paper Maps

* What is a Geographic
I nformation System?

Planning for Utilities

Mapping your
| nformation

S

Slide 45

clear plastic and lay it over the base map and draw the features you want to show such as flood
areas, new housing, city hal, schools, the airport, roads, important subsistence use areas. This is
away to collect and present a variety of information.

Geographic Information System (GIS). This is a term that encompasses the entire field of
computerized mapping that can perform a number of technical functions. Geographic
Information Systems (GIS) or computer mapping is a more technical way to make the same map
layers. The computer can aso keep track of dl the information about things on your map:
information on buildings (typical gdlons of water use, for example), streams (peak flows, types

of fish, spawning times).
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| nstructor Tips o
. SPG Page 15 & 16 Forecast the Future

* Remember this is an overview slide, additional + ot Gty Growt
. . . « Forecasting Techniques
detallaj S|IdeS Wl” fO”OW * How is theforecast used?

e.g. aproject feature not being sized properly.

c
9

8
o
S
22 ldeasfor Real Life Examples Potential Discussion Questions

E= * Provide an example of forecasting techniques - « Ask students to share their experience, if any,

§ simple ones that describe the difference between with forecasts. Do they understand the

8 extrapolation and theoretical modeling. difference between counting people that live in

. Describe an instance where poor (good) forecast the community today and predicting trends

- information led to poor (good) decisions being made into the future?

i

—

Speaker Notes

This slide introduces the concept of for ecasting the future. Briefly review the three topics to be discussed
in later slides. Thetopics are:

* Forecasting Community Growth. Before you can list dternative water and sewer systems that will
work in your community, you need to decide how many people will live there in the years ahead.
This is called for ecasting.

» Forecagting Techniques. Many techniques have been developed to forecast community growth.
This lesson will present an overview of three.

» How isthe forecast used? Theforecast is used to predict what may happen in the future. It is
more a*“ picture’” of what might happen. By knowing how many people the system will servein the
future will help determine how big to build it today. This lesson will present ways to use the
forecast in developing alternatives.
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Forecast the Future

Forecasting Community Growth. Do
you have enough houses or do you
need to plan for a new subdivision?
How many houses must your water
source serve in five years? Ten? : .
Twenty? How big n):ust your sewage » Forecasting Community Growth
lagoon be in 20 years? Before you  Forecasting Techniques

can list dternative water and sewer :

systems that will work in your * How is the forecast used?
community, you need to decide how
many people will live there in the
years ahead. Thisis called
forecasting. Forecasting predicts
change in the future.

@ Forecast the Future

From population projections, you can
estimate needs for housing, other land
uses, and the type and size of the
water and sewer system.

Forecasting Techniques. Many
techniques have been developed to
forecast community growth. This

lesson will present an overview of Siide 46

three.

How isthe forecast used? The forecast is used to predict whamay happen in the future. By
knowing how many people the system will serve in the future will help determine how big to
build it today.

Communities are not necessarily at the mercy of past trends or future impacts that often appear
beyond their control. Your community’ s goals can influence growth. For example, your
community may state goals about how to use and sell land, how to make sure people have jobs,
and how to build and take care of roads, boardwalks, docks, and airports. If the community
decides not to sdll any city land, the population may shrink. If it decides there is agoal to sell a
lot of land for housing, the population could grow. The goals and objectives you have been
developing will influence the forecast and can powerfully direct your plan.

This lesson will present ways to use the forecast in developing alternatives.
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nstructor Tips " o e
+ SPG Page 15 & 16 Sout

* While students may not end up actually preparing - Wy oo o arstog?
forecasts or trends anayses, emphasize that they have gatred? ’
should have agenera understanding of forecasting

terminology and applications.

used to forecast change in acommunity.

of| + Students should understand the link between the

ko information they have been gathering and using that

‘= information to look into the future.

o

e

c

o) | deasfor Real Life Examples Potential Discussion Questions

c

= * Display an actual population forecast from an * Ask if anyone has ever prepared forecasts for
o) adopted master plan. Explain where the data exists revenue sharing, grant applications, school
rof in the data collection section and then reappears as projects, eic.

8 part of the demand forecast, and finaly how the

el engineer turned that into design specifications like a * Ask if any students have been involved with
| Wastewater flow calculation. Census 2000 - review how that information is
i

—

Speaker Notes

In this section, present the details on for ecasting community gr owth.

» Why do you do forecasting? Population size provides the basic yardstick for estimating acommunity’s
need for additional housing, an adequate water supply, sufficient sewer treatment capacity, and is aso used
to predict future overal land use needs.

» How do you use the infor mation you have gathered? So far you have collected information on:
* the community’ s vision and its goals, and objectives for the future
* the community’ s existing and historical population

This information is used in developing growth scenarios or trends. For example, the vision, goals and
objectives direct how land is to be used and developed and how quickly the community wants growth to
occur. The population datatells you how much you have grown in the past and can help you understand
how quickly you might or might not grow in the future.

» How isthe forecast used in the master plan? The socia and economic information you gathered will help
estimate future population. Once you have estimated the number of people who will live in your community
in the future, you can direct engineers to figure out whether or not the existing water or sewer system can
handle that future demand. Next the future population information is converted into demand estimates for
water and sewer services and used to size facilities. This information will be presented in the master plan
analysis of aternatives.
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Forecasting Community Growth

Why do you do forecasting?
Population size provides the basic
yardstick for estimating a
community’ s need for additiona
housing, an adequate water supply,
sufficient sewer treatment capacity,
and is also used to predict future
overal land use needs. A utility
master plan is an overal plan for the
utility for 5-10 years into the future.
Forecasts are a key element of the
plan.

How do you use the information you
have gathered? So far you have
collected information on:

the community’ s vision and its
goals, and objectives for the
future

the community’ s existing and
historical population

This information is used in

@ Forecasting Community

Growth

* Why do you do forecasting?
* How do you use the information you

have gathered?

Planning for Utilities

Slide 47

developing growth scenarios or trends. For example, the vision, goals and objectives direct how
land is to be used and developed and how quickly the community wants growth to occur. The
population data tells you how much you have grown in the past and can help you understand

how quickly you might or might not grow in the future.

How isthe forecast used in the master plan?The social and economic information you gathered
will help estimate future population. Once you have estimated the number of people who will
live in your community in the future, you can direct engineers to figure out whether or not the
existing water or sewer system can handle that future demand. Next the future population
information is converted into demand estimates for water and sewer services and used to size
facilities. This information will be presented in the master plan analysis of dternatives.
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nstructor Tips " o e
. SPG Page 158 16 Forecasting Techniques

» Getting into the details of the different types of : Bain
technigues is not as important as giving students the + Initive Prefctions
knowledge that there are different techniques

ranging from elaborate and technical to simple and
easy.

* Remember that text highlighted in green
represents potential test questions.

|deas for Real Life Examples _ _ _ _
_ _ Potential Discussion Questions
* Provide an example of an instance where the
forecast was way off. Was something overbuilt? * Why might you use one technique instead of
Underbuilt? another? What might be the implications?
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Speaker Notes

This is where you discuss the thr ee techniques a community or consultant can use to project population
growth.

* Extrapolation. This technique means you extend past trends into the future and base future growth on past
growth trends. Estimates of current population are actually a projection from the last census datato the
current year. Inview of this, projection methods can be similar to those used for estimating current
population. Using published information from the Alaska Department of Labor you can analyze past
population trends and make some assumptions about future trends. For instance, if between 1990 and 2000,
the community’ s population grew at 3%, you could extrapolate that the community will grow another 3%
between 2000 and 2010. There are some inherent problems with doing such an analysis - you may be
basing a projection on information unique to the decade (oil prices were redlly high, growth statewide was
booming) that may no longer apply to population trends for the next decade.

* Theoretical Models. Using information such as population and employment, complex theoretical models
can be developed to predict growth trends in acommunity. Examples of theoretica models include cohort
survival method, net migration and natura increase methods. Cohort survival is a detailed, very accurate
short-term projection and can handle multiple variables. This method is useful for gathering information
about the population composition in addition to population size and is of ten used when planning for things
like trends in school enrollment. 1SER uses atheoretical model.

* Intuitive Predictions. Thesetypes of predictions rely on “ professiona” judgement about what is likely to
happen in the future. Interviewing community leaders is atechnique for helping get information useful
intuitive predictions.
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Forecasting Techniques

There are basicaly three techniques
acommunity or consultant can use to
project population growth.

@ Forecasting Techniques

Extrapolation. This technique means .
you extend past trends into the future * Extrapolation

and base future growth on past » Theoretica Models
growth trends. Estimates of current « Intuitive Predictions
population are actually a projection
from the last census data to the
current year. In view of this,
projection methods can be similar to
those used for estimating current
population. Using published
information from the Alaska
Department of Labor you can anayze
past population trends and make
some assumptions about future
trends. For instance, if between 1990
and 2000, the community’ s
population grew at 3%, you could
extrapolate that the community will
grow another 3% between 2000 and
2010. There are some inherent Slide 48
problems with doing such an analysis

- you may be basing a projection on information unique to the decade (oil prices were redly
high, growth statewide was booming) that may no longer apply to population trends for the next
decade.

Theoretical Models. Using information such as population and employment, complex theoretica
models can be developed to predict growth trends in a community. Examples of theoretica
models include cohort survival method, net migration and natural increase methods. Cohort
survivd is a detalled, very accurate short-term projection and can handle multiple variables.

This method is useful for gathering information about the population composition in addition to
population size and is often used when planning for things like trends in school enroliment. The
I nstitute for Social and Economic Research (ISER) at the University of Alaska uses atheoretica
model.

Intuitive Predictions. These types of predictions rely on experienced or knowledgeable
judgement about what is likely to happen in the future. Interviewing community leaders is a
technique for helping get information useful for intuitive predictions.
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Instructor Tips Refer ences = Howsthe
* SPGPagel15& 16 forecstiiised?

* Project demand for future services.

» Describe the link between collecting information ¢ Pt cnend s oo,
and using it to predict how much and how quickly ey,
the community will grow during the planning andhow big

period. And then how that link carries forward into
determining how much and how big you need to

design and build the capital facilities.

| deas for Real Life Examples

» Show some analysis from amaster plan that has _ S
converted population projections into future water * What do you think the implications of a poor

demand or wastewater flow. forecast are?

* Does anyone know of aproject that does not
get used enough (too much), prompting you to
say “ why did they build that so big (so
small)?’ Tell us about it?

Potential Discussion Questions
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Speaker Notes

In this section present information on how the for ecast is used in the master planning process.

» To project demand for future services. Once you have estimated the number of people who will livein
your community, you can predict the number of households requiring water and/or sewer service. This
projected demand can then be used by the engineers.

» To determine if existing facilities have sufficient capacities. For example, you can direct engineers to take
the projected demand and figure out if the existing water or sewer system can handle it.

* To deter mine what needsto be built and how big to build it. The analyses of the demand and capacity
form the basis for determining what needs to be built and how big to build it. You can now direct the
engineer to take the projected demand and the analysis of existing capacity and come up with arange of
choices or dternatives for you to review.
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How isthe for ecast used?

To project demand for future
services. Once you have estimated
the number of people who will live in
your community, you can predict the
number of households requiring
water and/or sewer service. The
projected demand for service can then
be used by the engineers.

To determine if existing facilities
have sufficient capacities. For
example, you can direct engineers to
take the projected demand and figure
out if the existing water or sewer
system can handle it.

To determine what needsto be built
and how big to build it. The analyses
of the demand and capacity form the
basis for determining what needs to
be built and how big to build it. You
can now direct the engineer to take
the projected demand and the anaysis
of existing capacity and come up with
arange of choices or dternatives for
you to review.

How is the

forecast used?

* Project demand for future services.

» Determineif existing facilities have
sufficient capacity.

» Determine what needs to be built
and how big.

Planning for Utilities Slide 49
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Goal of this Lesson Schedule
Acenn- Developing Alternatives

To help students learn how to create sanitation plan Lesson: 4.5hours r——
alternatives. Length: e s
Educational Objectives * Developing

Alternatives 3 hours E -
Aft mpleting thi ici : -
ol gt (():(_) pleting this lesson participants should be + Lesson Worksheet 5 “’dg .,,.g,i

hours. |
» create ideas and form dternatives . )

e Exercises 45 minutes

* Ccreate dternatives that provide useful comparisons Equinment/Supplies ; ;
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~ Speaker Notes

<t This is an overview slide that introduces the planning step called Developing Alter natives or | dentifying
|| Choices. You will briefly review the three topics to be covered in this section:

Q *How to Create Ideas

g *How to Form Alter natives

—

*How to Narrow down the number of Alternatives
Before starting this section with students, review the successful completion of Steps 1 and 2. This means
revisiting a couple of key questions like:
* Areleaders and residents still behind the project? Is it time to check back with the community?
» Have you formed awork group and can the participants work together and agree on important decisions?
» Have you collected all the existing background information you need, completed any new studies you
need, and organized the information in away you can understand and use when forming aternatives?

* And lastly, have you use the information to prepare forecasts of population, converted this information into
demand estimates for water and sewer services, and figured out if the existing system can handle the future
demand?

If students can answer yes to the these questions, they are ready to now move into forming aternatives.
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Utility Planning - Advanced

Lesson 4 Developing
Alternatives

L esson 4: 4.5 hours

Length:
Developing Alternatives 3 hours
Lesson Worksheet .5 hours.
Exercises 45 minutes

L ear ning Objectives To learn how to
create sanitation plan alternatives.

After completing this lesson

participants should be able to:

- cregte ideas and form dternatives
create aternatives that provide
useful comparisons in technologies
or locations
screen or eliminate aternatives that
are infeasible or unredlistic.

There are the three topics to be covered
in this section:

Howto Create Ideas

How to Form Alter natives

Lesson 4
'< ’ Developing Alternatives

» Create |deas
e Form Alternatives
» Screen the Alternatives.

Slide 50

Planning for Utilities

How to Narrow down the number of Alternatives
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| nstructor T|pS References ‘
. SPG Pages 17- 21 = s

d EXp|aIn the I|nk betW%n a” pra/lous Steps * Who should be involved in creating

ideas and why?

Alternatives that are developed should try to solve * SPG Appendix A - Wt bl e s
problems, support community goals, satisfy demand, « SPG Technical

and fit within the constraints discovered during the Appendix A

background studies.

*Remember that text highlighted in gr een represents o
potential test questions. .

|deas for Real Life Examples

« Think of asituation where the best or finally Potential Discussion Questions

approved alternative was not originally identified. « Who do you think should be involved in
Why was it not? creating idess?

* Think of asituation where agood idea came from » How would you involve the public in this
a seemingly weak suggestion. step?

* Why do you need community support for the
final aternative?

Speaker Notes

In this section present details on Creating | deas and some applicable public involvement techniques.

*\Who should be involved in creating ideas and why? Point out that the work group should lead the effort in
this important first task of identifying choices and should come up with alarge number of varying idess.
Emphasize the need to record or write down al ideas for the public record.

*\What public involvement techniques work well for creating ideas?

* Braingtorming - set up asession and invite the work group and stakeholders. Technique encourages
free-flow of ideas; no judgements; everyone gets a chance to share their idess.

* Informal small group discussion - aflexible way to informally gather information. If you are the
planning coordinator or amember of the work group, pay attention while at the post office, the village
store, the school play. Write down al ideas you hear discussed.

* Structured problem solving - this quick-paced technique concentrates on specific problems and potential
solutions. Using a skilled facilitator, bring out al points of view from concerned community members.

* Intensve interviewing - talk to key people in the community who may not otherwise come to organized
meetings.

» Visual presentations - some people learn by hearing, others by seeing, and still others by doing.
Recognize the different styles in your community and honor them when deciding on the appropriate
public involvement technique for creating ideas.

» Facilitation - organizing, controlling, and running meetings.
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Conduct Exercise 10 Create | deas. Purpose of Exer cise - to strengthen student skills at brainstorming
and wor king with the public on generating ideas. To reinfor ce the need to welcome all ideas at this
step in the process.

I nstructor Manual Page 51 Department of Community and Economic Development



08/29/2000

Utility Planning - Advanced

Create ldeas

The first task in developing water and
sewer system aternatives is to
generate ideas. The work group
should use the public participation
activities outlined in this manual and
in the Sanitation Planning Guidebook
(along with Technica Appendices) to
come up with as many water and
sewer system upgrade idess as
possible. It is wiseto list as many
options as possible because:

You are less likely to overlook
the best idess.

By considering everyone' s idess,
you will gain community support
for the final dternatives selected.
Good ideas may be generated out
of seemingly weak suggestions.

Who should be involved in creating
ideas and why? The work group
should lead the effort in this
important first task of identifying
choices and should come up with a
large number of varying idesas.

Create | deas

=

» Who should be involved in creating
ideas and why?

» What public involvement techniques
work well?

Planning for Utilities Slide 51

What public invol vement techniques work well for creating ideas?

Brainstorming

Informal small group discussion
Structured problem solving

I ntensive interviewing
Visual presentations
Fecilitation

Department of Community and Economic Development
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Instructor Tips Refer ences _
¢ SPG Page 21-22 -%‘ Form Alternatives

* This step involves taking the brainstormed ideas - Publc Concerns

* What problems need to be solved?

and putting them together into alternatives. - Wht does the orecast indicate?
* What does the engineer
. recommend?
*An attempt should be made to form alternatives that + Whet i s o save fre
SatISfy the bU"etS beIOW . « Community Capacity

» Emphasize that severa ideas can be joined
together to form an dternative.

* Remember that text highlighted in green
represents potential test questions.

| deas for Real Life Examples Potential Discussion Questions
* Relate an example where an initial ideawas * Can you think of other things to keep in mind
developed into afull fledged alternative that was when cresating dternatives?

selected and built.

Speaker Notes

In this section discuss the key criteriafor Forming Alternatives. Besureto point out to students that once
you have created alist of ideas, the work group should briefly consider each idea and make a shorter list of
aternatives the community can consider in more detail.

Note that in the previous Cr eate | deas step, the work group was charged with producing along list of
creative ideas that could be narrowed into a shorter list of aternatives.
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Now thework group should keep the following in mind when forming alternatives:
* public concerns and desires - are the alternatives acceptable to the community?
* problems identified that needed to be solved - do each of the dternatives solve the problem?
» forecagts - how much demand is projected?
* engineering recommendations - do the alternatives meet the engineering criteriarecommended?
* exigting and future use for land - what services are needed to serve projected land use needs?
 community capacity - is the community able to keep each aternative running?
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Form Alter natives

Once you have created alist of idess,
the work group should briefly
consider each idea and make a shorter
list of dternatives the community can
consider in more detail. In the
previous Create | deas step, the work
group was charged with producing a
long list of creetive ideas that could
be narrowed into a shorter list of
aternatives.

Now the work group should keep the
following in mind when forming
dternatives:

Public Concernsand Desires
Are the dternatives acceptable to
the community?

Problems Identified That Need to
be Solved. Do each of the
aternatives solve the problem?
Forecasts How much demand is
projected?

Engineering Recommendations

Form Alternatives

* Public Concerns
* What problems need to be solved?
* What does the forecast indicate?

* What does the engineer
recommend?

» What is needed to serve future
aress

o Community Capacity

Planning for Utilities Slide 52

Do the dternatives meet the engineering criteria recommended?
Existing and Future Use for Land. What services are needed to serve projected land use

needs?

Community Capacity. |Is the community able to keep each alternative running?

To shorten the list of alternatives, the work group should organize al the ideas. They could
group similar ideas, geographical areas, most popular, or least popular ideas, etc. If you want to
know the cost differences between a pipe system and a haul system, isolate these two types in
two dternatives. If you want to know the costs and impacts of expanding your community
eastward as opposed to northward, compare those areas in two aternatives.
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Instructor Tips References
. SPG Page 19-20 -%‘ Form Alternatives

« Point out that the Ultlmﬂely selected aternative . g;?ﬁﬁnmmwcompareand
will not necessarily be put together al at once. You  SPG Technica - Oifasnsmicgs
can selectively put different ideas or project features Appendix B. : :
together to test those ideas or locations for technica

or political feasibility.

|deas for Real Life Examples Potential Discussion Questions
* Relay astory where one aternative was put » Why might you create dternatives with
together solely to test a certain type of technology different types of technology?

(for cost or feasibility) or location, or etc. etc... “Why might you creste alternatives with

different locations for the improvements?

Speaker Notes

In this section discuss how you can specifically structure your set of aternatives in order to compar e and
contrast ideas and why this is an important step to complete before beginning to refine or limit the
number/range of alternatives.

* Different technologies - aternatives can combine different types of technology together such as
flush/haul and pipes or specifically separate different technologies to compare and contrast things
like cost or feasibility. Check with other communities to see what technology worked for them.
Find out if they came up with a combined technology or anew technology.

» Different locations and routes - an alternative may focus within one type of technology but
explore arange of locations such as a piped system with avariety of routes. In other words, there
may be more than one way to route the system and you may want to test several route to see which
has lower costs or impacts. Review the community’s goals and objectives for future land use
(housing, important cultural areas, subsistence use areas, roads, facilities) and compare routings of
the system with overal community development desires.

Different ways of satisfying community goals and objectives - some alternatives may meet the
community’ s goals and objectives better than other aternatives. “ One size does not fit all.” In other
words, form aternatives that fit with community goals and objectives. You might specifically
structure dternatives to see which ideas might fit together better from the perspective of what the
community wants.
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Note: Thework group may need to consider idess that would not work in the community under any
conditions. The group should keep those ideas separate and address them as awhole under Step 4, Selecting
the Preferred Alternative, in the planning process.
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Form Alter natives (continued)

Structure your set of dternatives in
order tocompar e and contrast

ideas. This is an important step to é} Form Alternatives

complete before beginning to refine

or limit the number/range of .

aternatives. » Use dternatives to compare and
contrast:

Different Technologies. Alternatives — Different technologies

can combine different types of
technology together such as
flush/haul and pipes or specifically
separate different technologies to
compare and contrast things like cost
or feasibility. Check with other
communities to see what technology
worked for them. Find out if they
came up with a combined technology
or anew technology.

— Different locations and routes

— Different ways of satisfying community
goals and objectives

Different Locations and Routes An
aternative may focus within one type
of technology but explore a range of
locations such as a piped system with
avariety of routes. In other words, Slide 53
there may be more than one way to

route the system and you may want to test severa routes to see which has lower costs or impacts.
Review the community’ s goals and objectives for future land use (housing, important cultura
aress, subsistence use areas, roads, facilities) and compare routings of the system with overall
community development desires.

Different Ways of Satisfying Community Goals and ObjectivesSome dternatives may meet the
community’ s goals and objectives better than other dternatives. “ One sizeloes not fit al.” In
other words, form dternatives that fit with community goals and objectives. You might
specificaly structure aternatives to see which ideas might fit together better from the
perspective of what the community wants.
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Instructor Tips Refer ences
« SPG page 21 -%‘ Screen the Alternatives

d ThIS Stq) |S Somd|m$ Cdlaj “ Scr%-“ng” * Usetheinformation you have

gathered to help shorten thelist for
fatal flaws based on

* Point out that screening is sometimes an explicit ~ Tetoology

step, sometimes it just happens while the alternatives T cson
are being formed. " ereen. vou werest o vdite

the dternatives you have left.
* Screening takes place before a more detailed
examination of all the alternatives.

* [t is not required that you screen, but it can help : _
save money when faced with refining information

on along list of aternatives

Potential Discussion Questions

|deas for Real Life Examples * Why might the work group want keep an

) ) aternative on the list even though they know it
* Discuss aplan where ternatives were screened will never be selected?
out before given full evaluation. Why were they _
dropped. Warn pitfalls of dropping alternatives too *Why might you want to narrow the range of
early. choices? What are the benefits? What are the

potentia pitfalls?

Speaker Notes

In this section discuss how to narrow the range of alter natives based on what you know. Discuss how
the work group should take the longer list of aternatives and narrow the list down to a managesble number.
This narrowing down is achieved by grouping and eliminating alternatives that seem unredlistic or
infeasible.

Discuss how in many cases, the broader the community’ s goals and objectives, the broader the range of
aternatives that might result. 1f, however, the community’s goals are narrowly defined in order to solve
specific problems, the more likely the community will come up with a narrower range of aternatives.
Remind students to use what they know about the community’s goals, the existing conditions, and the
forecasts for demand in order to shorten thelist. Thework group aso considers technology, the
environment, economics, and socia implications. For example:

» Technology - if the technology is not appropriate to the community and the community lacks the capacity
to build, operate and maintain it, perhaps the aternative should be eliminated.

* Environment - if the impacts to the environment are so serious that the aternative cannot be approved by
the agencies (i.e. permits will not be issued), perhaps it should be removed from the list as infeasible.

» Economics - what are the engineering costs? |s there funding to build it AND operate and maintain it?
Can the community afford the alternative that has been formed?

» Social Implications - will the adternative conflict with community functions and lifestyles?

Once the work group has narrowed down the range of dternatives, you are ready to move onto the
evaluation step.
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Conduct Exercise 11 Developing Alter natives

Pur pose of Exercise - to learn techniques for converting a long list of ideas into a manageable number
of alter natives.
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Screen the Alter natives

This section describes ways tonarrow
the range of alter nativesbased on
what you know. This is sometimes
caled “ fata flaw anaysis.”

Essentidly if there is amagor problem
with an dternative you should consider
dropping that dternative from further
consideration.

During this step, the work group takes
the longer list of aternatives and
narrows the list down to a manageable
number. This narrowing down is
achieved by grouping and diminating
aternatives that seem unreslistic or
infeasible. The work group should
consider technology, the environment,
economics, and socia implications.
For example:

Technology. If the technology is not
appropriate to the community or the
community lacks the capacity to build,
operate and maintain it, perhaps the
aternative should be eiminated.

é Screen the Alternatives

 Use the information you have
gathered to help shorten the list for
fatal flaws based on:
— Technology
— Environment
— Economics
— Socia Implication

« After you have done a preliminary
screening, you are ready to evauate
the alternatives you have left.

Planning for Utilities Slide 54

Environment. If the impacts to the environment are so serious that the aternative cannot be
approved by the agencies (i.e. permits will not be issued), perhaps it should be removed from the

list as infeasible.

Economics. What are the engineering costs? |s there funding to build it AND operate and
maintain it? Can the community afford the alternative that has been formed?

Social Implications Will the aternative conflict with community functions and lifestyles?

After you have organized the ideas into groups and have considered which would work best, you
should have arange dternatives. These are the aternatives for your plan. You are ready to

move onto the evaluation step.

Department of Community and Economic Devel opment
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Goal of this Lesson Schedule o r=—r:
Lesson 4 hours \ Evaluating Alternatives
To help students learn how to evauate a set of - * Giiteriafor Evaluating Alernatives
aternatives. To learn how to organize the Length: * Presening nd Considering Your
adternatives so they can be evaluated efficiently and '
effectively.  Evauating Alternatives
3 hours.

Educational Objectives . Lesson Workshedt 5
ftAfter completing this lesson students should be able hours.
0]

. . . » Exercise.5hours
* evauate arange of aternatives using the criteria ' )

specified in theTesson Equipment/Supplies:

« effectively organize and present choices for -
considerati%n g P Flip Chart

« understand the terms “ evaluate” and “ criteria’ *  Overhead Projector

* be able to identify severd criteria

Speaker Notes

This is an overview slide on evaluating alter natives and how to effectively present and consider the range
of choices.

Review with students that aternatives arethe“ heart” of the master plan.

Alternatives are the range of options and can be rejected as infeasible or accepted as potentidly feasible.

Evaluation of alternatives should be governed by criteria- you objectively consider a reasonable range of
options that could solve the identified problem and meet the community’ s goas and objectives. This means
that the criteriayou use to evauate the aternative should relate back to the community’ s statement of the
problem, its goals and objectives, forecasted demand for services, and the information about the community
(e.g. the socio-economic, physica conditions).

This section will review in detail the following:

Criteria for Evaluating Alter natives

*Presenting and Considering Your Choices
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Lesson 5 Evaluating
Alternatives

| O Lesson 5
Lessonsi 4 hours W Evaluating Alternatives

Length: N : .
Evaluating Alternatives 3 hours.  Criteriafor Evauating Alternatives
Lesson Worksheet .5 hours. * Presenting and Considering Your
Exercise .5 hours Choices

This section presents how to evauate
aternatives and how to effectively
present and consider the range of
choices.

Criteriafor Evaluating
Alter natives

Presenting and Considering Your
Choices

L ear ning Obj ectives
To learn how to evduate a set of

dternatives. To learn how to Side 55
organize the alternatives so they can be evauated efficiently and effectively.

After completing this lesson you should be able to
evaluate arange of aternatives using the criteria specified in the lesson
effectively organize and present choices for consideration
understand the terms “ evaluate” and “ criteria’
be able to identify severa criteria

Evauation of aternatives should be governed by criteria - you objectively consider arange of
options that could solve the identified problem and meet the community’ s goals and objectives.
This means that the criteria you use to evauate the dternative should relate back to the
community’ s statement of the problem, its goals and objectives, forecasted demand for services,
and the information about the community (e.g. the socio-economic, physical conditions).
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i References
I nStrUCtor TIpS g’ Criteriafor Evduqing
. . . * SPG P&e 22_24 « Community input —
* Don't spend too much time on this slide as . - Forest anduiion
add|t|0na| S||des fO"OW * SPG T&:hn|cd . Commufwity function
- Appendix B .
« Point out how information collected earlier can it
now be used to help provide information about the " Commenty cepaety

pros and cons of the dternatives.

» Remember that text highlighted in green

represents potential test questions. __ '

|deas for Real Life Examples Potential Discussion Questions
* Show an example of how criteria have been * Can you think of any other criteriato
applied to reach a decision on a project on which evaluate aternatives?
you worked.

Speaker Notes

This slideis an overview slide that introduces the section on the criteria used to evaluate alter natives.

Go back to earlier discussion of public involvement and point out that the work group, the engineer, and
stakeholders in the community are to be involved in evaluating alternatives.

I'n addition to the list of criteriato be presented in this lesson, there may be different or additional criteria
specific to the project that should aso be considered.

The purpose of the criteriais to ensure that the evauation is focused, objective, and thorough and results in
an dternative that works best for the community.

Suggested criteriator evaluating alternatives include:
» community input
« forecast and vison
» community function
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* the environment
» effectson resdents
* experience of other communities
* engineering feasbility
* community capacity
Not all criteria have to be used; refine them, or think of others that are more applicable to your situation.
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Criteriafor Evaluating
Alternatives

This section presents the criteria used
to evaluate alter natives

The work group, the engineer, and
stakeholders in the community must
be involved in evaluating aternatives.
In addition to the list of criteriato be
presented in this lesson, there may be
different or additiona criteria specific
to the project that should also be
considered. For example, you may
want to have an engineer work with
each dternative to give more detall
about how it would work in your
community.

The purpose of the criteriais to
ensure that the evaluation is focused,
objective, and thorough and results in
an dternative that works best for the
community.

Suggested criteria for evauating
aternatives include:

community input

forecast and vision

community function

the environment

effects on residents

experience of other communities
engineering feasibility
community capacity

@ Criteriafor Evaluating

Alternatives

Community input

Forecast and vision

Community function

The environment

Effects on residents

Experience of other Communities
Engineering feasibility
Community capacity

Planning for Utilities Slide 56

Not al criteria have to be used; refine them, or think of others that are more applicable to your
situation. Different factors are important to different communities, and more or different
information may be required for your community to make a decision on your preferred

dternative.
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| nstructor T|pS References W
* SPG Page 22

* This slide presents the first criterion for evaluating [ Aktopthoagn
aternatives. Stimulate discussion about the value of e
community input and how it helps “ tailor” the S
master plan to the individual community. + o wega conmany
* Remember that text highlighted in green E =N

represents potential test questions. Fﬁ% -

|deas for Real Life Examples Potential Discussion Questions
* Discuss a scenario where public input was used » Why do you think you should get community
and when it was not - were there differences in the input on the aternatives? What could happen
outcome or how people felt about the project, etc? if you don’t?

Speaker Notes

Present the criterion community input. Review the following key points:

* Ask the public again. Go back to the community and ask them if the proposed range of aternatives address
thelr concerns. Ask them if the criteria used to evaluate the aternatives make sense.

* Review the community vision, goalsand objectives. Do the alternatives meet the goals and objectives for
the future that were spelled out earlier in the planning process? Revisit any changes now.

* Does the alter native do what the community wants? Does the technology proposed fit with the local

lif estyle?

* Doesit satisfy community concer ns? Does it address the problems the community identified earlier in the
planning process? Do the dternatives avoid the important areas like berry-picking areas, graveyards,
historic buildings?

» How do we get community input at this stage? Community input can be gathered using a couple of
different public involvement techniques. You could begin by preparing aflyer describing each of the
various dternatives under consideration. Distribute the flyer to every boxholder in town. Post it at the
city/village offices, clinic, school, post office, store, community hall, etc.

Follow up with a public meeting where the engineers can present the alternatives and the advantages and
disadvantages of each. Thework group should participate in the meeting and share their observations on
each of the aternatives. Open the meeting up for facilitated discussion - using around robin approach, ask
for comments on the dternatives. Record comments, concerns, suggestions.
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Note: Thisinformation can then be entered in the comparison chart by the work group (to be discussed
later in thislesson).
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Community I nput

Does the dternative do what the
community wanted (look back at your
goas from Step 1)? For example,
does the dternative avoid areas that
are important to the community?

@ Community | nput

» Ask the public again.
Ask the public again. Go back to the : .
community and ask them if the * Review community goals and

proposed range of aternatives objectives.

the criteria used to evaluate the .
community wants?

aternatives make sense.

Does it satisfy community concerns?
Review the community vision, goals . TR
and objectives Do the alternatives How do we get community input at

meet the goals and objectives for the this stage?
future spelled out earlier in the
planning process? Revisit any
changes now.

Does the alter native do what the
community wants? Does the
technology proposed fit with the loca
lifestyle?

Planning for Utilities Slide 57

Doesit satisfy community concer ns? Does it address the problems the community identified
earlier in the planning process? Do the dternatives avoid the important areas like berry-picking
aress, graveyards, and historic buildings?

How do we get community input at this stage? Community input can be gathered using a couple
of different public involvement techniques. You could begin by preparing a flyer describing
each of the various aternatives under consideration. Distribute the flyer to every boxholder in
town. Post it at the city/village offices, clinic, school, post office, store, community hall, etc.

Follow up with a public meeting where the engineers can present the aternatives and the
advantages and disadvantages of each. The work group should participate in the meeting and
share their observations on each of the dternatives. Open the meeting up for facilitated
discussion - using a round robin approach, ask for comments on the dternatives. Record
comments, concerns, suggestions.
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Instructor Tips Refer ences — -
. SPG Page 2 2 k’ Forecasts & Vision
* This criterion is meant to gauge how well the o + Rl assiarconmurty
aternative fairs compared to future conditions in the » SPG Technica + Ravowcammrity vion o
Communlty AppendIX B s:(ou[l(i olccur'. Does 1hegallamalive
- satisfy the vision?

* Does the alternative fully satisfy
the growth projection and
locations for future growth?

|deas for Real Life Examples Potential Discussion Questions
* Provide an example where an dternative was » What will happen if the alternative is not
eliminated from consideration because it did not sized properly compared to the forecast?

have sufficient capacity. » What could happen if the alternative does not

serve the community’ s other future plans well.

Speaker Notes

Present the criterion for ecasts and vision. Recap that in Step 2 of the planning process, forecasts were
developed for the future based on population growth estimates and the community vision for growth (e.g.
slow, moderate, fast).

* Review forecasts. Now is thetimeto seeif the forecasts still make sense. Has anything changed to lead
you to believe that the projected growth is too fast, too slow?

* Review community vision for where, when, and how growth should occur. This is important when
evaluating alternatives. 1f the community has adjusted its vision for growth, corresponding forecasts and
engineering estimates may also need adjustment. For instance, if the community vision has changed from a
slow-growth vision to an aggressive or fast-growth vision, the corresponding demand for services will have
changed (i.e. increase). This changein vision and forecasted demand aff ects engineering design, project
costs, and overal project schedule.

* Does the forecast fully satisfy the growth projection and locations for future growth? It is vital that the
forecasts and vision be reviewed with the community and work group to confirm that the projections and
locations for future growth are still accurate. 1f the aternatives do not satisfy the vision and forecasts, the
end result will be adissatisfied community and an unsuccessful project.

Has there been achange in land use patterns? Perhaps new housing is proposed in an areathat was
otherwise not considered in the community’s plan for the future. Suddenly land became available, funding
was issued, and the housing authority wants to put the new houses in a completely different areathan
previously planned. This changein the location of growth will affect engineering design (e.g. routing of
system, location of treatment plant), project costs, and construction schedule.
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Forecasts and Vision

Will the dternative work in the

future, based on the forecasting and ; Forecasts & Vision

the community vision you came up
with in Step 2? For example, will the

aternative work for proposed tourism e Reviaw forecasts for Community
ldeas? growth - do they still make sense?
In Step 2 of the planning process, * Review community vision for
forecasts were developed for the where, when, and how growth
future based on population growth should occur. Does the aternative

estimates and the community vision - .-
for growth (e.g. slow, moderate, fast). satisfy the vision?
* Does the dternative fully satisfy
Review Forecasts Now is the time to the growth projection and

see if the forecasts still make sense. ; ”
Has anything changed to lead you to locations for future growth
believe that the projected growth is
too fast, too slow? Does the

aternative provide enough capacity?

Review community vision for where, . B
when, and how growth should occur. ﬂ%

This is important when evaluating .
aternatives. If the community has e
adjusted its vision for growth, corresponding forecasts and engineering estimates may also need
adjustment. For instance, if the community vision has changed from a slow-growth vision to an
aggressive or fast-growth vision, the corresponding demand for services will have changed (i.e.
increase). This change in vision and forecasted demand affects engineering design, project costs,
and overall project schedule.

Doesthe forecast fully satisfy the growth projection and locations for future growth?t is vita
that the forecasts and vision be reviewed with the community and work group to confirm that the
projections and locations for future growth are still accurate. If the dternatives do not satisfy the
vision and forecasts, the end result will be a dissatisfied community and an unsuccessful project.

Has there been a change in land use patterns? Perhaps new housing is proposed in an area that
was otherwise not considered in the community’ s plan for the future. Suddenly land became
available, funding was issued, and the housing authority wants to put the new houses in a
completely different area than previously planned. This change in the location of growth will
affect engineering design (e.g. routing of system, location of treatment plant), project costs, and
construction schedule.
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Instructor Tips Refer ences —
" Community Function
* Use this slide to talk about evaluating alternatives " SPGPage22 e
to determine how well they work with the other * SPG Technica mportat e
aspect of afunctioning community. Appendix B cara e

* |sthe system compatible with how
the community functions
(lifestyle)?

|deas for Real Life Examples Potential Discussion Questions
® Provide an example of acommunity where ® Can you think of important community
something was built, but in the wrong place so that it functions that should be considered when
conflicted with atraditional use or a planned future evaluating alternatives?
use.

Speaker Notes

Present the criterion community function.

*Doesthe alternative fit with the layout of the community? How a community functions must be respected
by the dternative. This means each alternative should consider the location of buildings (houses, stores,
etc.), trails systems, important areas, and community lifestyle.

For instance, if acommunity relies on its trail network for getting around, the routing of the water or sewer
system should be made to fit as best it can. Where possible, conflicts with these trail networks should be
avoided or at least mitigated (e.g. provide pipe crossings).

In many communities, the buildings are clustered together in the core of the village alowing little room for
the construction of apiped system. In order for the dternative to work, there will be temporary disruption to
the occupants of those buildings during construction. In some cases, there may even be the need to move or
demolish the buildings.

» What about land ownership? Each alternative should consider land ownership. Where necessary, some

lands may need to be purchased or easements attained in order to develop the aternative. Contact all
landowners early in the alternatives development step to ensure their full participation in the evaluation.
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Note: Each alter native brings a change of some sort to how the community functions. A community that previoudy
hauled its waste to the lagoon may now be a community with flush toiletsin every home. Recognize that thischangein
lifestyleis not minor or trivial - educate resdents on how the proposed systemwill actually work in the home. In
addition, houses may not be set up to receive the proposed system and changes in the house design will be necessary.
This could be a temporary disruption to the lifestyle of the occupants and should be discussed in the alter natives
evaluation.
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Community Function

Does the dternative work okay
considering the community’ s
buildings, land ownership, other
pipes or wires, etc. For example,
does the aternative block boardwalks
or trails?

@ Community Function

* Does the dternative fit with the
layout of the community (location

Doesthe alternative fit with the _Of buildings, pipes, roads, and
layout of the community? How a important areas)?

community functions ml_Jst be _ « What about land ownership (site
respected by the dternative. This control)?

means each aternative should . .
consider the location of buildings * Is the system compatible with how
(houses, stores, etc.), trails systems, the community functions

important areas, and community (lifestyle)?

lifestyle.

For instance, if acommunity relies on
its trail network for getting around,
the routing of the water or sewer
system should be made to fit as best it
can. Where possible, conflicts with
these trail networks should be

avoided or at least mitigated (e.g.

provide pipe crossings).

Slide 59

In many communities, the buildings are clustered together in the core of the village alowing

little room for the construction of a piped system. In order for the aternative to work, there will
be temporary disruption to the occupants of those buildings during construction. In some cases,
there may even be the need to move or demolish the buildings.

What about land ownership? Each dternative should consider land ownership. Where
necessary, some lands may need to be purchased or easements attained in order to develop the
aternative. Contact all landowners early in the aternative development step to ensure their full
participation in the evauation.

Note: Each dternative brings a change of some sort to how the community functions. A
community that previously hauled its waste to the lagoon may now be a community with flush
toilets in every home. Recognize that this change in lifestyle is not minor or trivid - educate
residents on how the proposed system will actually work in the home. In addition, houses may
not be set up to receive the proposed system and changes in the house design will be necessary.
This could be atemporary disruption to the lifestyle of the occupants and should be discussed in
the dternatives evaluation.
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Instructor Tips References -
) ) ) . SPG Page 22 k The Environment
* Explain how the background information can be * Docs thealarative am he
used to help make informed decisions about the  SPG Technica » Wil e cvionment hrm
aternatives under consideration. Appendix B e
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* Note the link between this criterion and permits
that will need to be secured later.

|deas for Real Life Examples

* Provide an example of an dternative that was
eliminated from consideration because it harmed the
environment.

*Provide an example of acommunity where
something was built, but in the wrong place so that it
ended up harming the environment.

Speaker Notes

— Fish and wildiife

Potential Discussion Questions

» Why might you want to avoid certain
environments in your community? What
places would you avoid and why?

* Arethere other physical or environmental
factors that would need to be considered in
your community? What are they?

« fish and wildlife habitat
e water quality

* erosion

» flooding

* wetlands

* subsistence

* historic preservation

operate, and maintain.

Present the criterion the envir onment. Questions the community will ask include:
*Does the dternative harm the environment?
*Will the environment harm your investment?

Here is a chance to use the environmental information you gathered earlier in the planning process. The
land, water, and wildlife in acommunity is important to residents and to state and federal agencies.
Harmony betw een the people and the environment is usually encouraged and aternatives that account for
potential damages to the environment are typicaly preferred. That is why state and federa agencies with
regulatory authority (jurisdiction by law), agencies with specia expertise, and stakeholders are teamed
together to review the alternatives for impacts to the environment.

State and federal agencies examine each of the alternatives and consider the impacts to the following:

Community residents should review each of the dternatives for the impacts that harm the land, water,
wildlife, and sensitive areas important to the community.
environment will harm their investment in aparticular system (e.g. flooding, erosion etc.). For instance, if

you select asystem that is compatible with the local environmental features, it will likely be easier to build,

I n addition, residents should look at whether the

I nstructor Manual Page 60
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The environment

Does the dternative harm the land or
wildlife that is important to the
community or agencies? State and
Federal agencies will look at flood
areas and erosion, fish and wildlife
habitat, and climate.

Questions the community should ask:
- Does the dternative harm the
environment?
Will the environment harm our
investment?

Here is a chance to use the
environmental information you
gathered earlier in the planning
process. Theland, water, and
wildlife in a community are important
to residents and to state and federa
agencies. Harmony between the
people and the environment is usualy
encouraged and dternatives that
account for potential damages to the
environment are typically preferred.

@ The Environment

* Does the dternative harm the
environment?

* Will the environment harm your
investment?

Think about:
— Fish and wildlife
— Flooding
— Erosion
— Sensitive area
— Other???

Planning for Utilities Slide 60

That is why state and federa agencies with regulatory authority (jurisdiction by law), agencies
with specia expertise, and stakeholders are teamed together to review the aternatives for

impacts to the environment.

State and federal agencies examine each of the aternatives and consider the impacts to the

following:
- fish and wildlife habitat
water quality
erosion
flooding
wetlands
subsistence
historic preservation

Community residents should review each of the aternatives for the impacts that harm the land,
water, wildlife, and sensitive areas important to the community.  In addition, residents should

look at whether the environment will harm their investment in a particular system (e.g. flooding,
erosion etc.). For instance, if you select a system that is compatible with the loca environmental
features, it will likely be easier to build, operate, and maintain.
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I nstructor Tips

» Use this slide to talk about some of the different
effects that sanitation project can have on residents
and how to use that information to help make better
choices.

» Remember that text highlighted in green
represents potential test questions.

|deas for Real Life Examples

* Provide an example of acommunity where an
dternative was selected that cost too much for
residents.

09/06/2000
iy
o -
Effects on Residents
* SPG Page 22
« Economic impact. What will my
. monthly bill be?
4 SPG Tmhr“cal « Can the community afford this
. aternative?
AppendIX B * What about impacts to their lifestyle
or homes?

Potential Discussion Questions

» What would happen in your community if an
aternative was selected that cost each resident
$20 more per month? How about $507? or

$100?

» What are some other ways that dternatives
can directly affect resident besides in the
pocketbook?

Speaker Notes

Present the criterion effects on residents.

Any system your community chooses to build will have an effect on the residents. 1t will have an effect
because it is achange from how things have aways been done previously and change always results in
some effect - both positive and negative.

» Economic Impact. As you consider each of the aternatives, include areview of the economic impact of
the dternatives. This does not mean the cost to build, operate, and maintain it but rather the cost to each
resident. Has the aternative specified how much the monthly household bill be? Will residents be able to
afford to pay the water and sewer monthly charge?

* Can the community afford the alternative? This means, can the community afford to pay for the
administration of the system - sending out bills, collecting fees, etc. There will be more discussion on this
aspect when wereview community capacity later in the lesson.

* Lagtly, what about the impactsto their lifestylesand homes? There will be impacts before, during, and
after construction of the project. It is important to review each of the aternatives with the community and
ask them to identify whether one alternative or another is preferable based on the effects on residents.
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Effects on Residents

With projections in mind for costs to
operate the new system and for
population, will people be willing to
pay what it will cost to run the
system? For example, how much will « Economic impact. What will my
th_e system cost each_reﬂdent? How monthly bill be?

will it affect current lifestyles?

@ Effects on Residents

» Can the community afford this

Any system your community chooses dternative?
ﬁ;?gg?t;ml: thv?/\illle tf?;\g?;?gp © » What about impacts to therr lifestyle
because it is a change from how or homes?

things have always been done
previously and change always results
in some effect - positive or negative.

Economic Impact. As you consider
each of the alternatives, include a
review of the economic impact of the
aternatives. This does not mean the
cost to build, operate, and maintain it
but rather the cost to each resident.
Has the dternative specified how _
much the monthly household bill be? St

Will residents be able to afford to pay the water and sewer monthly charge?

Can the community afford the alter native? This means, can the community afford to pay for the
administration of the system - sending out bills, collecting fees, etc. There will be more
discussion on this aspect when we reviewcommunity capacity later in the lesson.

Lastly, what about the impactsto their lifestyles and homes? There will be impacts before,
during, and after construction of the project. It is important to review each of the alternatives
with the community and ask them to identify whether one aternative or another is preferable
based on the effects on residents.
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Instructor Tips Refer ences oy
. Communiti

* Use this slide to stress that there is much that can SPG Pege22 : {jf;gly*gaﬁfmmm“ﬁB‘W .

be learned from other communities that can be * SPG Technica e

helpful in evaluating the alternatives you are Appendix B

considering.

|deas for Real Life Examples Potential Discussion Questions

* Think of an example where acommunity made or » Why might you want to see what other

altered a decision based on learning something from communities have experienced with an

another community. aternative that is similar to yours? What

might you hope to learn?

Speaker Notes

Present the criterion experience of other communities. As you go through these criteria, have students
begin by sharing what they have learned about their specific jobs from others. Relate this to the master
planning process. Ask other communities what they like about their system.

* Doesit work? Why or why not? Communities can learn from what others have dready experienced. Just
like you pass down from generation to generation what you know about hunting, trapping, beadwork,
dolimaking, and food preparation, to name afew, find out what has worked and not worked in other
communities.

 What wer e the cost to residents, unit costs, maintenance requirements, reliability? Check to seeif the
aternatives you are considering have ever been used in another community. If so, what were the
circumstances? Was it acommunity with similar environmental constraints, cultural traits, lifestyle? If a
particular system was successful for them, it might also work for you. If it asystem was not, then it may not
be appropriate for your community.

* Are there other questions you want to know about their system? Talk to other people in the community
besides the village or city administrator and utility operator. Talk to residents, clinic workers, the utility
operator, business owners. Ask them if they like the system, how much does it cost to operate and maintain,
and what kinds of problems have they had with the system.

These interviews may mean caling other communities on the phone. However, you may even want to make
avisit to the community and check out the system in person.
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Instructor Tips

» Don’t go into too much detail on the items on this
slide as additional slides follow with more detail.

* Try using the round robin discussion technique. (If
you do, point out that the round robin discussion
technique is one type of facilitated discussion that
can be used in public involvement).

» Remember that text highlighted in green
represents potential test questions.

| deas for Real Life Examples

* Present examples of planning processes that were
(un)successful specificaly because of one of the
bulleted items below.
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Speaker Notes

References
. SPG Pages4& 5 1 Keys to Success

/2 Commitment
2 Start Taking

4 SPG Appmdlx Aa /2 Planning Coordinator
Public Involvement, 2 1mn
£? Heading Off Conflict

P@% A- 1, A—2, A— 13, 2 (B:Laﬂiljdir??/ldent\fymg Community
and A-14 ’

Potential Discussion Questions

» What have been keys to successful plans or
projects in your community?

Round Robin. Try using flip chart/easd,
facilitate around robin discussion of student’s
perspective on successful plans. Summarize key
elements that students identify - i.e. if a student
mentioned research, noteit. If astudent
mentioned public involvement, note it.

the keys to success.

Briefly the 6 keys to success are:

» Commitment

» Sart Talking

* |dentify a Planning Coor dinator
* Timing

* Heading off Conflict

* Forma Work Group

This next section introduces the 6 keys to a successful planning process.
Additional details on each key are included in subsequent slides. Use round robin to open up discussion on
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Instructor Tips References
« SPG Page 22 " Engineering Feasibility
» Usethis slide to talk about the kinds of «
information that engineers can provide about each of * SPG Technica
the alternatives that are useful in making a decision. Appendix B
» Remember that text highlighted in green
represents potential test questions.
|deas for Real Life Examples Potential Discussion Questions
* Display acopy of an engineering feasibility report » What other kinds of information can an
or apreliminary engineering study. Discuss and engineer provide to help inform us about each
highlight the types of information provided in the alternative?

report.

Speaker Notes

Present the criterion engineering feasibility. Often engineering feasibility is viewed as the primary
criterion when evaluating alternatives. It is but one criterion, but it is an important one.

 Physical Condraints. Engineers look at the underlying land formation - geology, presence of permafrost,
soils, the potential for erosion or flooding in order to design a system that will not fail. All of these features
can impact the ability to build AND operate and maintain the system. Each aternative should be reviewed
taking into account specific engineering points like:

Aretge soils good for building on? What about the potential for erosion and flooding along the proposed
route’

* Does the alter native involve unusual construction methods? Have the methods been clearly described
along with the additional cost?

*| sthe alternative going to be reliable? Are the pumps easy and inexpensive to operate and repair? |s the
material for the pipe suitable for the climate and underlying soils?

» How much isthe project construction going to cost? What are the capita costs for construction and what
arethe estimated utility bills for each resident?

* What are the O&M costs and considerations? How much will the utility bills run for homes and
businesses?
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It is okay to ask the engineer which alternative they think will work best in your specific community based
on these points.
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Engineering Feasibility

Often engineering feasibility is viewed
as the primary criterion when
evaluating aternatives. It is but one

criterion, but it is an important one. Do ‘ , Engineering Feasibility

the engineers think the alternative will

work well in your location® Ask an « Has the engineer described the physical
engineer whether each dternative will oo
S c constrants”
work taking into account specific Soils?
engineering points like: - Do
) o R — Slopes?
Are the soils good for bullding on? * What kind of construction methods will
Does the dternative involve be used?
unusua construction work? « How rdliable is the system?
|'s the dlternative reliable? — Pumps?
How much is construction likely to - P'p%_? I_Etc'
cost? * What will it cost?
. — Capita?
What are the operation & ap:vl?
maintenance costs and a O‘?‘_ .
considerations? — Utility Bills?
Physical Constraints Each dternative
should be reviewed taking into account
specific engineering points Engineers _ s
look at the underlying land formation -

geology, presence of permafrost, soils, the potential for erosion or flooding in order to design a
system that will not fail. All of these features can impact the ability to build AND operate and
maintain the system.

Does the alter native involve unusual construction method® Have the methods been clearly
described aong with the additional cost?

Isthe alter native going to be reliable? Are the pumps easy and inexpensive to operate and
repair? |Is the materia for the pipe suitable for the climate and underlying soils?

How much isthe project construction going to cost? What is the capital costs for construction
and what are the estimated utility bills for each resident?

What are the O & M costs and considerations? How much will the utility bills run for homes
and businesses? What about management and administration — two key aspects of a successful
O&M program?

It is okay to ask the engineer which dternative they think will work best in your specific
community based on these points.
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I nstructor Tips Refer ences
+ SPG Page 23 e

hd Rernemba tha text hlghllghtaj |n green * Review community’ s technical and

. financial ability to:
represents potential test questions. * SPG Technical o '
AppendIX B _ and maintain the system.

* What kind of training will the
community need?

|deas for Real Life Examples

* Provide an example of a community that bought Potential Discussion Questions
off more than they could chew. What happened and
why? » Why do you think acommunity should think

about community capacity now in the process?
What could happen if you don’t consider
community capacity?

* Has anyone heard of acommunity where this
was a problem.

Speaker Notes

Present the criterion community capacity.

» What isyour community’ stechnical and financial ability to own, operate and maintain the proposed
system? Whether or not your community has this ability should effect your evauation of the alternatives.
Think about how your community would operate and maintain each of the alternatives.

» What kind of training will be needed? Consider the reliability of the local workforce and the training
needs for the entire community. Find out if how many personnel are need to operate and maintain each
aternative. If one operator is not sufficient, ask about the cost if you need to add more trained personnel.

» Will the system be too sophisticated to repair locally? Would it require plumbing, computer, or even
mechanical engineering experience that currently does not exist in the community? What costs are
associated with that if you need to bring in trained personnel when repairs are needed?
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If necessary, cross-reference to earlier discussion on community capacity.

Conduct Exercise 12 - Evaluate and Compar e Alter natives

Pur pose of Exer cise - to have studentsreview evaluation criteria and public involvement techniques.
Use the comparison chart.
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Community Capacity

Can your community handle it? Think about how your community would operate and maintain
each of the aternatives. What kinds of management does the alternative require? Consider the
reliability of your work force, training needs, number of operators needed for the alternative, and
the sophistication of the system (e.g. would it require more of a plumber or more of a computer
expert—er both?).

What isyour community’ stechnical and financial ability to own, operate and maintain the
proposed system? Whether or not your community has this ability should effect your evaluation
of the dternatives. Think about how your community would operate and maintain each of the
aternatives.

What kind of training will be needed? Consider the reliability of the local workforce and the
training needs for the entire community. Find out if how many personnel are needed to operate
and maintain each dternative. If one operator is not sufficient, ask about the cost if you need to
add more trained personnel.

Wil the system be too sophisticated to repair locally? Would it require plumbing, computer, or
even mechanica engineering experience that currently does not exist in the community? What
costs are associated with that if you need to bring in trained personnel when repairs are needed?

Be sure to refer to earlier discussion on community capacity.
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I nstructor Tips

» Don’t spend too much time on this slide as
additional slides follow.

* Use this slide to tell students what you are going to
cover in the next unit.

| deas for Real Life Examples

» Talk about acommunity where residents did (not)
understand what was contained in the aternatives.
What happened? How would good presentation of
the material helped?

Speaker Notes

References
Q/ Presenting &
e SPG Page 22-24 Considering Your Choices
* Comparison Chart
. « Public Invol idess
* SPG TeChnICd h;p\:?gggp\(g]gaglvﬁatizw
. would be getting
Appendix A. - Mix and Match

Overview Slide

Potential Discussion Questions

» Have you been at a meeting where
aternatives and their pros and cons were
discussed? What presentation techniques were
used. What could have been done better?

considering therange of aternatives or choices.

» Comparison Charts

* Mix and Match

This section is an overview slide that introduces techniques for effectively and efficiently presenting and

There are many ways to present the work group’s evauation of each of the alternatives. They include:

* Public Involvement ideas for helping people “ see” what they would be getting
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Presenting and Considering your
Choices

There are severd useful techniques 0) Pr&senting &
for effectively and efficiently "

presenting and considering the
range of aternatives or choices.

Considering Your Choices

They include: » Comparison Chart
_ e Public Involvement ideas for
Comparison Charts helping people “ sed What they

Public Involvement ideas for W9u|d be getting
helping people “ see” what they * Mix and Match
would be getting

Mix and Match

Planning for Utilities Slide 65
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I nstructor Tips

g’ Comparison Chart
* Use this slide to discuss how to use acomparison - Criteiavs Afernatives

* Rating and Scoring

Chat « Renking or Totaing

» Use aflip chart to draw aquick chart or draw on
the overhead. Fill in some sample cells as you give
the lecture.

| deas for Real Life Examples
« Display an example of asimilar chart from aplan Potential Discussion Questions

or project. « Has anyone ever seen or used such achart?
If so do you have any tips for other students?
What worked or didn’t work?

* There are variation to this type of chart, has
anyone used a similar but different method?
How was it structured?

Speaker Notes

One very effective and efficient method is the use of acomparison chart.

Criteria vs. Alternatives. The chart provides a clear picture of each of the aternatives and how it fits the
criteria. However, it is important to begin by reviewing the important role of the work group. Thework
group takes the lead in this step and takes the criteria suggested and selects the ones most relevant to the
community. Once they have come up with the list of criteria, creaste achart with a“ scorecard” system to
present what is good and bad about each dternative.

*Rating and Scoring. Oneway is to list the criteria aong the side and the alternatives across the top. For
instance, you might have criteriaon the left such as capital cost, operating cost, community preference,
technical considerations, etc... Across thetop list the three or four dternatives you have evaluated. Using a
+ or - or ascoring system (1-10), score each dternative. You can aso score using the “ units” relevant to the
criteria

*Ranking or totaling. Another option to scoring is to write short comments under each of the criteria For
instance, you may be tempted to score one dternative low because of cost but there are “ mitigating
circumstances” involved with the score. Writing down your comments helps record those circumstances so
you can come back to them when you select the preferred alternative.

Use the chart to show how well each dternative rates against important community and engineering criteria
Rank or total the scores so the work group can then move onto creating afind list of the dternatives that
appear to work the best for the community or for selecting the preferred dternative.
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Comparison Chart

A comparison chart is probably the
easiest method for presenting how
well each dternative will work. After
the work group has come up with a
list of criteria, you can creste a chart
to present what is good and bad about
each dternative. The work group can
fill in the chart either by marking

with a+ or — or by using a scoring
system. Using this “ scorecard”
approach in Step Three (Identifying
Choices) alows your community to
look at how alternatives compare
against each other.

Also, instead of a+ or — or scoring,
you can write short comments or cost
amounts under each of the criteria.
Use the chart to show how well each
aternative rates against important
community and engineering criteria

@ Comparison Chart

e Criteriavs. Alternatives

» Rating and Scoring
* Ranking or Totaling

Alternative 1 Alternative 2

Capital Cost

Operating
Cost

Community
Preference

Technical
Considerations

Environmental
Considerations

M eets Goals
and Objectives

(other)

Planning for Utilities

Slide 66
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I nstructor Tips
p " Public Involvement

» Use this slide to review public involvement - idasirbpngprl- o

techniques that work well for displaying and ~ eroopens

presenting alternatives.

» Remember that text highlighted in green
represents potential test questions.

|deas for Real Life Examples

« Show some slides or picture of built sanitation Potential Discussion Questions
aternatives and compare them with the engineered « Can you think of any other ways to help
drawvings. members of your community envision what the

aternatives are that they are considering?

Speaker Notes

This slide presents areview of public involvement techniques for helping the community “ see” what they
are selecting. Oncethework group has created afinal list of the dternatives that work for the community,
you are ready to present this information to the public. It is agood ideato have an equa amount of
information on each one, especialy if there is a perception that you are not treating al of the aternatives
fairly.

*Drawings. Techniques that work to help people” se€” include visua presentations and public meetings.
For instance, use drawings or maps of the aternatives. The drawings should adequately portray what the
system might look like once constructed. Include a map to show the proposed routing of the system, the
location of the new treatment plant, etc.

*Photographs. Use photographs and videos where possible - especially from other communities. These
techniques help people” see”’ red-life examples of different systems. If one of the aternatives proposes an
above-ground piped system, get photos or avideo from where the system has been built so folks can see
what it looks like.

*Ste Vidts. Sitevisits are great. If possible select acommunity where the system you are considering is
under construction and then select another community where the system is in place. This alows you to see
both the impacts during construction and the fina product.

*Walk around your own community. Take the engineer and trace the routing of the system on the ground to
see where system might impact buildings, trails, sensitive aress.
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Public | nvolvement

Helping the community “ see” what
they are evaluating will make the
selection process less difficult for
your community. Once the work
group has created afinal list of the

@ Public I nvolvement

dternatives that work for the * Idess for helping people * see”
community, present this information what they would be getting:
to the public. It is agood ideato — Drawings

have an equal amount of information _ Ph h

on each one, especidly if thereis a Vi;;ggrap °

perception that you are not treating
al of the dternatives fairly. — Site Visits

— A walk around the community
Below are some ways to involve the
public in the evaluation process.

Drawings. Techniques that work to
help people “ see” include visual
presentations and public meetings.

For instance, use drawings or maps of
the dternatives. The drawings should

adequately portray what the system Fﬁ
might look like once constructed.
Include a map to show the proposed Siide 67

routing of the system, the location of
the new treatment plant, etc.

Photographs. Use photographs and videos where possible - especialy from other communities.
These techniques help people “ see” redl-life examples of different systems. If one of the
aternatives proposes an aboveground piped system, get photos or a video from where the system
has been built so folks can see what it looks like.

Ste Vidts. Sitevisits are great. If possible select a community where the system you are
considering is under construction and then select another community where the system is in
place. This alows you to see both the impacts during construction and the final product.

Walk around your own community. Take the engineer and walk the routing of the system on the
ground to see where system might impact buildings, trails, and sensitive areas.
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Instructor Tips

* This is the last slide in the section - be sure to
recap the different elements involved in Evaluating
Alternatives.

» The most important thing is that students know that
the preferred aternative need not be exactly one of
the alternatives that has been evaluated.

» Remember that text highlighted in green
represents potential test questions.

|deas for Real Life Examples

* Discuss an example where what was built was not
exactly what was drawn out as an dternative at this
stage of the process. What changed and why?

Speaker Notes

]/ Mix and Match

* Thepreferred aternative may not be
exactly like one of those evauated.
— Pick and choose best features

Potential Discussion Questions

» Why might you want to mix and match the
various elements of the the various alternatives
you are considering?

In this section present the idea of mix and match. Do not be afraid to mix and match alternatives.

*The preferred alternative may not be exactly like one of those evaluated. One community might have
difficulty reaching agreement on one aternative or another community might be open to al the dternatives.
You can often reach agreement by choosing the parts of each dternative that you like for afina preferred
aternative so long as the combined alternative meets the goals and objectives of the community, scores well
against the criteriayou have selected for evaluation and is still feasible.

» Pick and choose the best features and refine alignments as necessary.

» When you discuss mixing and matching, get input from the engineer to ensure that all the technical
concerns are addressed in the combined alternative. This may mean additional modifications in
order to combine the best features and aignments you have selected.

Conclude by recapping the section before doing the exercise.

I nstructor Manual Page 68
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Mix and M atch

Do not be afraid to mix and match
dternatives. The preferred
aternative may not be exactly like
one of those evaluated. Pick and
choose the best features and refine
alignments as necessary.

For example, one community might
have difficulty reaching agreement on
one dternative or another community
might be open to al the dternatives.
You can often reach agreement by
choosing the parts of each dternative
that you like for afina preferred
aternative so long as the combined
aternative meets the goals and
objectives of the community, scores
well against the criteria you have
selected for evaluation and is still
feasible.

When you discuss mixing and
matching, get input from the engineer
to ensure that al the technica
concerns are addressed in the

@ Mix and Match

» The preferred dternative may not be
exactly like one of those evaluated.
— Pick and choose best features
— Refine dignments
— Modify as needed
Sde 68

combined aternative. This may mean additional modifications in order to combine the best

features and alignments you have selected.

Inthe End. Create afind list of the dternatives that appear to work for the community. Make
sure you have an equa amount of information on each one. Get ready to select one of the
aternatives in Step 4 and to celebrate the decision!
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Goal of this L esson Schedule =

. . . . esson” hOUfS & Choosing the Best Alternative
Selecting apreferred aternative is about making a Lesson: 4.5 * Selecting aPreferred Alternative
decision. Students should understand what has led Length: ! Pangtermmp
up to this point in the planning process and how to « Sdecting & Refining
determine if their community is ready to make a the Preferred
decision. Alternative 1.5 hours

; ; ; » Putting the Plan onto

Educational Objectives peper 2 e o

After completing this lesson participants should be . Lesson Worksheet 5

ableto - hours

* understand terms like preferred alternative, «  Exercises 45 minutes

preliminary engineering and capital improvement

program Equipment/Supplies:

« know what belongs in a CIP, draft master plan, Overhead projector,

and final master plan screen, markers and

flip chart.

Speaker Notes

This is an overview slide introducing how to choose the best alternative. At this point in the process, the
work group has consulted the community to come up with wide range of water and sewer dternatives and
has narrowed down the list to areasonable range of choices for evaluation. That range of aternatives has
been evaluated and the information has been presented so that the decision-making body can select a
preferred aternative.

Thework group has consulted the community to determine whether each aternative:
smeets the community’s goals and objectives
«fitswith the community’ svison for the future
*serves the forecasted demand
*has adequately addr essed engineering recommendations
sisunder stood by residents

At this point, the community should be ready to move on to selecting apreferred dternative, refining it, and
putting the plan on paper.

Topics to be discussed in this lesson include:
» Sdecting a Preferred Alternative
* Refining the Preferred Alternative
* Putting the Plan on Paper
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Lesson 6 Choosing
the Best Alternative

Lesson 6: 4.5 hours Lesson 6
L ength: ¥ Choosing the Best Alternative
- Selecting & Refining the Preferred » Selecting a Preferred Alternative
Alternative 1.5 hours _ :
Putting the Plan onto Paper 1.5 Refl'nlng the Preferred Alternative
hours * Putting the Plan on Paper
Lesson Worksheet .5 hours
Exercises 45 minutes
L ear ning Obj ectives
|
Sdlecting a preferred dternative is e - .

about making a decision. Students
should understand how to determine if
their community is ready to make a
decision.

After completing this lesson you
should be able to:
understand terms like preferred
aternative, preliminary engineering
and capital improvement program
know what belongs in a CIP, draft master plan, and final master plan

Slide 69

Topics to be discussed in this lesson include:
Slecting a Preferred Alter native
Refining the Preferred Alter native
Putting the Plan on Paper
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i Refer ences
Instructor Tips 3 Sdcinganeiored
. . . . . ¢ SPG Page 25 Alternative
* Userthis slide to illustrate what goes into selecting 9 - Acogtrcety ey
. « Engineering feasibilit
a pl'efel'red altanatlve and WhO ShOU|d make the . Cri?aia\m[?ortan to éecummunity
. s * Who sdlects and how?
deCISIOFI . \I;vaalingwilth differences and

factions
* Resolution and celebration

*Remember the text highlighted in gr een represent
potential test question.

|deas for Real Life Examples

» Have examples of resolutions adopting the i i i i
preferred dternative and final master plan. Potential Discussion Questions

» Who should select the preferred dternative in
your community?

Speaker Notes

In this section, present the steps involved in choosing a preferred alternative. By now the community
will have alist of dternatives and all the information they need to decide on a preferred water and/or sewer
system. Thisis amajor milestone in the planning process. Once you select apreferred aternative, it is
difficult and expensive to turn back and change your mind. Your community should not feel rushed into
making a decision because of funding deadlines, construction timing and seasonal constraints, or for other
reasons. Select your preferred aternative based upon the following:

* Acceptance by the community. Have community wants and needs been addressed?

» Engineering feasbility. Has your engineer adequately explained the desif;n plans how the system will
work I%n tn)e community? Do résidents understand how the system generally works and how much it will
cost them®

* Criteriaimportant to your specific community. Does the aternative satisfa/ the criteriaimportant to your
community? For instance, does the routing of the pipes avoid the graveyard?

*Who selects the preferred alternative and how? In the previous planning step, you evaluated each
aternative and presented this comparison chart for the community to review and discuss. Residents and
community leaders must fully understand the pros and cons of each aternative.

*How do you deal with differences of opinions or factionswithin the community? If there remain unresolved
differences of opinion about selecting a preferred aternative, you need to step back and review the
evaluation criteria against each alternative. Find out if you missed something important. Engineers and other
appropriate technical staff should be contacted with questions.

sIsit time to pass a resolution approving the alternative? Once you have agreed on the preferred aternative,
it'stimeto celebrate. A resolution from the local government supporting the preferred alternatives
typically required.
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Conduct Exercise 13 Choosing the Best Alter native

Purpose of Exercise - to help studentslearn how to deter mine when their community is ready to
choose a preferred alter native.
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Selecting a Preferred Alter native

By now the community will have a list

of aternatives and dl the information i

they need to decide on a preferred - Selectlng a Prefer_red
water and/or sewer system. Select Lt Alternative
your preferred dternative based upon ,

the following:  Acceptance by the community

» Engineering feasibility
Acceptance by the community. Have o :
community wants and needs been * Criteriaimportant to the community

addressed? e Who sdects and how?
Engineering Feasibility Has your ’ Deal_lng with differences and
engineer adequately explained the factions

design plans how the system will work e Resolution and caebration

in the community? Do residents

understand how the system generaly
works and how much it will cost them?

Criteria important to your specific
community. Does the alternative
satisfy the criteriaimportant to your
community? For instance, does the
routing of the pipes avoid the

graveyard? Seer

Who selectsthe preferred alternative and how? In the previous planning step, you evauated
each dternative and presented a comparison chart for the community to review and discuss.
Residents and community leaders must fully understand the pros and cons of each dternative.

How do you deal with differences of opinionsor factionswithin the communit® If there reman
unresolved differences of opinion about selecting a preferred alternative, you need to step back
and review the evaluation criteria against each aternative. Find out if you missed something
important. Engineers and other appropriate technical staff should be contacted with questions.

Isit time to pass a resolution approving the alter nativé® Once you have agreed on the preferred
aternative, it’ stimeto celebrate. A resolution from the loca government supporting the
preferred dternatives typically required. If you are funding the design or construction on your
own, aresolution is not required, but would provide a means of documenting your community’ s
decision
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I nSt r UCt Or Tl pS References ¢ Refining your Prefe’_red
. . . ° SPG P@e 25 . ::ehmmaw Engmeeﬂn
® Don't spend too much time on this slide as SPG Technical « Capita Improvermeres Progra
.. . 4 « Draft Master Plan
additional slides follow. Appendix D e

* Use this slide to tell students what you are going to
cover in the next unit.

Overview Slide

|deas for Real Life Examples Potential Discussion Questions

* Show students the copy of afina plan. * This step is often completed by the engineer,
can you think of reasons why the community

* Discuss changes to the preferred aternative that ) )
g P should continue to be involved?

occurred between the time an dternative was
selected and coming up with the draft plan.

Speaker Notes

This is an overview slide that introduces how to refine the preferred alter native. The process for refining
the preferred aternative depends on the specific community and the project.

There are some standard procedures that engineers follow when refining the preferred dternative. Thereare
ways you can actively involve your community in this step.

Topics include:
* Preliminary Engineering
* Capital Improvement Program
* Draft Magter Plan
* Final Magter Plan
» Adoption by appropriate policy-making body
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Refining your preferred alter native

There are no set rules on how awater
and sewer project moves from a
preferred dternative selection (the
concept/planning phase) through

“ preliminary engineering” to the
development of a* Water and Sewer
Master Plan.” The process depends
on the community and project.
However, there are some standard
procedures that engineers follow and
ways you can actively involve your
community.

Topics to be presented in this section
include:

Preliminary Engineering
Capital Improvement Program
Draft Master Plan

Final Master Plan

Adoption by appropriate policy-
making body

There are aso many ways you can

9& Refining your Preferred

Alternative

Preliminary Engineering

Capita I mprovements Program
Draft Master Plan

Final Master Plan

Adoption by policy making body.

Planning for Utilities Slide 71

actively involve your community in this planning step and these are presented in this section.
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I nstructor Tips

* Help students understand the level of effort
between preliminary engineering and final design.

» Remember that text highlighted in green
represents potential test questions.

| deas for Real Life Examples

® Show examples of preliminary engineering plans
and drawings. Explain what goes into this level of
engineering.

09/06/2000
Refer ences
« SPG page 25 * Preliminary Engineering
* SPG Technica
Appendix D

Potential Discussion Questions

® Can you think of reasons the residents and
the work group should continue to be involved
during preliminary engineering?

Speaker Notes

This section provides details on preliminary engineer ing. Preliminary engineering results in a series of
drawings and maps made with acomputer drafting program. This step takes the preferred aternative from
the concept to thefirst design level. However, the design is still not set in stone. The purpose of preliminary
engineering is to come up with engineering plans detailed enough for a cost estimate and a construction
schedule that you can use to ask for funding and permits.

* Project Location. During the preliminary engineering step, the engineer prepares a detailed design of the
preferred aternative - making it into a project that agencies can fund. The preliminary engineering should
provide a project location (or pipe route) and details on the exact location of project features (water
treatment plant, pump station, etc.).

 Land Acquisition. Has the land needed for the project been acquired (i.e. site control - easements, row,
lease, deed, etc.)?

» What materials are needed to build each feature? Preliminary engineering includes alist the required
materials needed to build each feature and the costs.

*Timing and Phasing of Construction. A description of the timing and phasing of construction, construction
and operation costs, and maintenance requirements should be provided.

Review the diagrams, figures or maps of the engineer’ s findings with the community. Walk residents
through the designed system explaining everything from where the important buildings will be to what “ in-
house’ plumbing will look like.

If the engineer has adjusted or changed the preferred dternative, ask them to provide written justification for
the changes.
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Preliminary Engineering

This section provides details on
preliminary engineering.
Preliminary engineering results in a

°$° Preliminary Engineering

series of drawings and maps made

with a computer-drafting program. . )

This step takes the preferred Details on:

aternative from the concept to the » exact location of features

first design level. However, the « land acquisition issues (site control)

design s still not set in stone. * materias needed to build each feature
- of the dternative

The purpose of preliminary o _

engineering is to come up with * timing and phasing

engineering plans detailed enough for  construction and operation costs

acost estimate and a construction * maintenance requirements

schedule that you can use to ask for

funding and permits.

Topics to be discussed regarding
preliminary engineering include:

Project Location. During the #
preliminary engineering step, the .ﬂ
engineer prepares a detailed

design of the preferred dternative Side 72

- making it into a project that agencies can fund. The preliminary engineering should provide
aproject location (or pipe route) and details on the exact location of project features (water
treatment plant, pump station, etc.).

Land Acquisition. Has the land needed for the project been acquired (i.e. site control -
easements, row, lease, deed, etc.)?

What materials are needed to build each feature? Preliminary engineering includes alist the
required materials needed to build each feature and the costs.

Timing and Phasing of Construction. A description of the timing and phasing of
construction, construction and operation costs, and maintenance requirements should be
provided.

Review the diagrams, figures or maps of the engineer’ s findings with your community. Walk
residents through the designed system explaining everything from where the important buildings
will be to what “ in-house” plumbing will look like.

If the engineer has adjusted or changed the preferred aternative, ask them to provide written
justification for the changes.
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Instructor Tips References Do act
e SPG page 26 e  Improvement Program

° . . . . . . Llis‘lnulsiuapnj\rt]ﬁ:z\;agegts

_ Use this slide to discuss what goes into a capital . SPG Technica (ineto i) nords

Improvement program. Appendix D * g et

« Note that an entire guidebook has been prepared ! G e

covering capital improvement programming.

» Remember that text highlighted in green

represents potential test questions. <

|deas for Real Life Examples

* Present acopy of an existing capital improvement . . . .
program from acommunity similar to where the Potential Discussion Questions

students live and work. « Does your community have a capital
improvement program?

» Describe some of the benefits of developing
a CIP (getting funding, scheduling labor etc.).
Have students brainstorm other reasons.

Speaker Notes

This section presents how to develop a capital improvement program. After preliminary engineering a
capital improvement program can be developed. It should be done by you and your engineer.

A CIP typically contains the following elements:
* alist of capital improvements (things to build) in order of importance or timing

 ashort description of each feature of the project including costs. This often includes a
justification of the need for the project.

» aschedule for seeking funding and likely funding sources
» a construction schedulefor building each feature and/or project phase.

The CIP should group work items together into projects that can be built and funded together as a package.
For each of the projects, there should be a construction, operations, and maintenance cost estimate. The CIP
should include an assessment of potential local, state, and federal funding sources.

After you have the refined project estimates you are ready to prepare awater and sewer master plan for
review by residents and agencies.
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Conduct Exercise 14 Preparing a CIP
Pur pose of Exercise - for studentsto work through the actual preparation of the CIP
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Develop a Capital | mprovements
Program (CIP)

After preliminary engineering a
capital improvement program can be
developed. You and your engineer
should do the CIP.

Developing a Capita

| mprovement Program

 List of capita improvements

A CIP typically contains the (things to build) in order of
following elements: importance or timing.
A list of capital improvements * Short deS(.:“ptIQn of _each feature
(things to build) in order of of the project, including costs.
importance or timing e Schedule for seeking funding

A short description of each
feature of the project including
costs. This often includes a
justification of the need for the
project.

A schedule for seeking funding
and likely funding sources

A construction schedule for

building each feature and/or
project phase. E

The CIP groups work items together Sie s
into projects that can be built and funded together as a package. For each of the projects, there
should be a construction, operations, and maintenance cost estimate. Even if your community is
proposing a large, once-in-a-lifetime project such as storage tanks that cost hundreds of
thousands of dollars, the project should be in the Master Plan and CIP. In addition, the CIP
should include an assessment of potentia loca, state, and federal funding sources.

e Construction schedule

After you have the refined project estimates you are ready to prepare a water and sewer master
plan for review by residents and agencies.
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Instructor Tips References |
. . . . T e SPG page 26 * Draft & Final Master Plan
* Use this slide to discuss what goes into a sanitation T ———
master plan. + SPG Technicd ettt
Appendix B. - Preparefind plan

» Resolution and adoption -I

* Remember the SPG technical appendix has an

annotated outline of atypica master plan. » Community Sanitation

Master Plan example.

» Remember that text highlighted in green
represents potential test questions.

Potential Discussion Questions

|deas for Real Life Examples

* Present acopy of a sanitation master plan.
» Who would adopt a sanitation master plan in

your community?

Speaker Notes

In this section, discuss the contents of adraft and final master plan.

» \What goes into the master plan? All the information that has been collected and developed can be put into
the draft master plan. Use the outline or table of contents in the technical appendices, including the
information you collected from you community along the way.

* Publish the draft plan. Print enough copies of the draft plan so the work group, funding agencies,
regulatory agencies (those that issue permits), private businesses, engineers, community leaders, and the
generd public can have acopy.

* Review and comments. Provide adequate time for review and comment. Thirty days is acommon time
period for review of the plan. Build this review time into your overal project schedule. Be sureyou have
not left review and comment to the last possible moment before the bulldozers are scheduled to arrive in
town.

* Prepare the final magter plan. Based on the comments you receive, revise the plan. Thisis the
opportunity for refinements to the preferred alternative. Extensive changes mean lost time and money and
probably indicates something has gone wrong in the process.

* Resolution and Adoption. The policy making body (city or tribal government) can adopt the master plan
using aresolution or formal letter of approval. This shows funding agencies your community is behind the
project.
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Conduct Exercise 15 What goesinto the M aster Plan
Pur pose of Exer cise - to have students draft a Master Plan Table of Contents
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Draft and Final Master Plan

At this point, al information that has
been collected and developed can be
bound into a draft water and sewer
master plan. Be sure everyone gets a
look at the draft plan. Consider the
following stakeholders:

work group

funding agencies

agencies that consider permit
applications

private businesses

engineers

community leaders

the public

Use their comments to revise the

plan. While the plan is still in draft
form, thereis still an opportunity to
refine or change aspects of the
preferred dternative. The city or

tribal government can adopt the final
plan using a resolution or aformal
letter. Funding agencies like to see
this formal step to show that your
community has accepted the fina plan.

e What goes in a Master Plan?

 Publish the draft plan
* Review and comment
* Preparefina plan

* Resolution and adoption

#”

Planning for Utilities

°$° Draft & Final Master Plan

c %

i - Y

Slide 74

What goesinto the master plan? All the information that has been collected and developed
can be put into the draft master plan. Use the outline or table of contents in the technical
appendices, including the information you collected from you community aong the way.
Publish the draft plan Print enough copies of the draft plan so the work group, funding
agencies, regulatory agencies (those that issue permits), private businesses, engineers,
community leaders, and the genera public can have a copy.
Review and comments. Provide adequate time for review and comment. Build this review
time into your overall project schedule.
Prepar e the final master plan Based on the comments you receive, revise the plan. This is
the opportunity for refinements to the preferred dternative. Extensive changes mean lost
time and money and probably indicates something has gone wrong in the process.
Resolution and Adoption. The city or tribal government can adopt the master plan using a
resolution or formal letter of approval. This shows funding agencies your community is

behind the project.
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Goal of this Lesson

Putting a plan into action is an important part of the
master planning process. Students should

understand what it takes to implement a master plan.

Educational Objectives

After completing this lesson participants should be
ableto -

* understand what has to happen before
construction, during construction, and after the
project is built

generally grasp the concepts of project
management, permitting, and preventive
maintenance

Schedule

. Putting the Plan Into Action
Lesson: 4 hours .

Designing & Building What You Want
« Before Construction

* During Construction

« Operations and Maintenance

Length:

» Designing & Building
the System 1.5 hours

e Operating &
Maintaining the System
1.5 hours

e Lesson Worksheet .5 ] ]

» [Exercises .5 hours

Equipment/Supplies:

»  Overhead projector,
screen, markers and
flip chart.

Speaker Notes

This is an overview slide introducing the final phase in the planning process - Putting the Plan Into
Action.

This lesson discusses the three stages of designing and building what you want in the order they typically
occur:

» Before Congtruction - funding, project management, final design and permitting
* During Construction - community involvement, operator training, utility management team
* Operations and Maintenance - preventive maintenance, the* six Cs” of utility management
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Lesson 7 Putting the
Plan into Action

Lesson 7

Length: 4 hours g Putting the Plan Into Action

??L?QJ?S & Building the System Designing & Building What You Want

Operating & Maintaining the e Before Construction

System 1.5 hours « During Construction
Lesson Worksheset .5 hours ) )
Exercises 5 hours » Operations and Maintenance

This lesson discusses the three stages
of putting your plan into action and
designing and building what you
want in the order they typically
occur:

Before Construction -funding,
project management, final design
and permitting

During Construction -
community involvement, operator
training, utility management team

Oper ations and Maintenance - e

preventive maintenance, the “ six Cs” of utility management

L ear ning Obj ectives

Putting a plan into action is an important part of the master planning process. Students should
understand what it takes to implement a master plan.

After completing this lesson participants should be able to:
understand what has to happen before construction, during construction, and after the project

is built
generdly grasp the concepts of project management, permitting, and preventive maintenance
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Instructor Tips

» Don’t spend too much time on this slide as
additional slides follow.

* Use this slide to tell students what you are going to
cover in the next unit.

*Remember the text highlighted in gr een represents
potential test questions.

| deas for Real Life Examples

* Discuss a project you are familiar with. Describe
what kind of task occur between the time the plan is
approved and ground is broken. Point out pitfalls to
avoid based on your experience.

Speaker Notes

09/06/2000
Refer ences
« SPG Pages 28-29 E Before Construction
- Funding
» SPG Technica " ensgarent soeoech.
Appendix C, D, and G Lo e

e

Overview Slide

Potential Discussion Questions

* Has anyone been involved with a project
before construction, |.e. has anyone done any
of thesetasks? Tdl us about it. What did you
learn?

In this section briefly review the tasks that must be completed befor e constr uction can begin.

* Funding - when money is needed, where to get it, when to submit grant or funding applications
* Project Management Approach - whether to manage localy or contract out management

* Final Design - what happens during this stage and how do you keep the community involved

* Permits - identifying the necessary permits, when and where to get them

I nstructor Manual Page 76
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Befor e Construction

This section presents the four tasks
that must be completed before

construction can begin. Before Construction

Funding. When money is needed,
where to get it, when to submit
grant or funding applications. » Determine Construction

) Management approach
Project Management Approach. . .

Whether to manage locally or * Fina Design

contract out management. e Permits

» Funding

Final Design. What happens
during this stage and how do you
keep the community involved.

Permits. Identifying the
necessary permits, when and
where to get them.

Planning for Utilities

Slide 76
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| nstructor T|pS References
« SPG Pages 28-29 L ~

* Be sure to have current information from ADEC, : Wheclogafudng
ANT HC, DCED regal’dlng fundlng appllcdlons and * SPG Tmhr“cal * Whendo I need 1opgel(unolmg7
deadlines. Information changes year to year. Appendix D.

* Remember that text highlighted in green

represents potential test questions.

|deas for Real Life Examples Potential Discussion Questions

* Have on hand some actual agency funding » What happens if you fail to get the funding
applications and schedules for completion. for building the project on time?

* Has anyone applied for funding? Can you
share tips you have learned?

Speaker Notes

This section presents where to get funding, the process, and when to apply. Construction of your water or
sewer system can begin once you have both the design and the funding. Now funding for planning the
project is replace by funding for building the project.

» Where can you obtain funding? There are severd state and federa programs for funding. Therearea
number of State programs including the Alaska Department of Environmental Conservation Village Safe
Water, Municipa Grants and Loans, and Operations Assistance programs. There are capital project
matching grants from the Alaska Department of Administration and Community Development Block Grant
(CDBG) and Rura Development Assistance Grant program funds from the DCED. The Alaska Municipa
Bond Bank Authority also has afunding program. Some of the Federa programs include the Alaska Native
Tribal Health Consortium, Community Facility Loans, Water and Waste Disposal Loans and Grants,
Emergency Community Water Assistance Grants, Community Facilities Guaranteed Loans, Rura Alaskan
Village Water and Waste Disposal Grants, Public Works Grants, Public Works Impact Projects, and the
federal CDBG program.

» What isthe process? Each phase of the project outlined in your final master plan requires its own funding.
Be sure your community knows this important fact. Each of the funding programs has its own process and
each program will have an application form. You will be required to submit both genera and specific
project information. For instance, details on population, engineering feasibility, number of trained
personnel, project costs, O& M costs, a utility management assessment, and a resolution in support of the
project from the local government will be required. Check with your local ANTHC or VSW engineer for
details on the application process and submittal requirements. Most of the answers should be contained in
your master plan.

» When should we apply for funding? Keep track of agency deadlines; they can change year to year.
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Funding

Construction of your water or sewer
system can begin once you have both

the design and the funding. Now g
funding for planning the projectis
replace by funding for building the
project.

Funding

* Whereto get funding
e How - what is the process?

Where can you obtain funding? * When do | need to get funding?

There are severa state and federd
programs for funding. The two main
source include:
Alaska Department of
Environmental Conservation
Village Safe Water
Alaska Native Tribal Health
Consortium

Other sources might be:
Municipa Grants and Loans
Operations Assistance programs

Community Facility Loans &
Water and Waste Disposd Loans >3
and Grants _
Emergency Community Water e
Assistance Grants

Community Facilities Guaranteed Loans

Rural Alaskan Village Water and Waste Disposd Grants

Capita project matching grants from the Alaska Department of Administration
Rura Development Assistance Grant and

federa CDBG program

You should know that the funding sources, amounts available, and requirements can change
from year to year

What isthe process? Each phase of the project outlined in your final master plan may need its
own funding. Each of the funding programs has its own process and each program will have an
application form. Check with your local ANTHC or VSW engineer for details on the application
process and submittal requirements. Most of the answers should be contained in your master
plan.

When should we apply for funding? Keep track of agency deadlines; they can change year to
year. This will be your responsibility — to stay on agency mailing/notification lists and to contact
the ANTHC or VSW project engineers on aregular basis regarding application deadlines.
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Instructor Tips e
¢ SPG Pages 28-29 Management Approach

» Don’'t spend too much time on this slide as - Force Accounting
. . « Contracting Construction
additional slides follow.

» Use this slide to tell students what you are going to
cover in the next unit.

* In this section, you will do the exercise FIRST.

Exercise 16

|deas for Real Life Examples S

* Define the difference between the two approaches
using real projects you are familiar with. Potential Discussion Questions

* Does anyone have experience using either of
these construction management approaches?
If so, come back to that person at the end of
the lesson and get their story.

Speaker Notes

This is an overview slide and introduces the approaches to constr uction management.

The amount of control your community wants determines the constr uction management appr oach it
takes. For instance, your community can build the project itself hiring its own workers (called “ force
accounting” ) or by contracting with a construction firm.

Both systems have a number of advantages and disadvantages.

Conduct Exercise 16 Project M anagement Options
[DO THE EXERCISE BEFORE COMPLETING THE REMAINING SLIDES]

Pur pose of Exer cise - to have students compar e two pr oj ect management appr oaches
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Deter mine Constr uction
M anagement Approach

The amount of control your
community wants determines the
construction management

approach it takes. For instance, your
community can build the project itself
hiring its own workers (called “ force
accounting” ) or by contracting with a
construction firm.

Both systems have a number of
advantages and disadvantages.

E Determine Construction

Management Approach

» Force Accounting
» Contracting Construction

Planning for Utilities Slide 78
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Instructor Tips Refer ences _
¢ SPG Pag&s 28-29 ﬁ Force Accounting

» Use this slide to describe the pros and cons of force + Wheisfore i
accounting. * SPG Technical " Divaniaes
Appendix D.

* RUBA Financial
Management Course

» Students should be able to define force accounting.

| deas for Real Life Examples

* Have some numbers on how many communities Potential Discussion Questions
are currently using this method of project

management in Alaska. * Has anyone worked on a project that used

) ] force accounting? How did it work or not
* Describe ared project where you have used force work?

accounting. Relate the pros and cons of your
experience.

Speaker Notes

Now that the students have come up with their own ideas regarding the advantages and disadvantages of the
two project management approaches, present the features of For ce Accounting.

*\What isforce accounting? Community builds the project itself, hiring their own workers.

*Advantages
» The community has direct control over the project.
* There are opportunities to employ and train local residents.
» The community makes decisions regarding wages, hiring practices and working hours.
» Money (wages) stays in the community adding to the local economy.
*Disadvantages

» There may be pressure on local government because the community is responsible for keeping the
project on schedule and within budget. This requires agood payroll and accounting system.
Personnel may need training at the community’ s expense.

* Not every community has local labor, management experience, or equipment.
» Trained people must maintain the construction equipment. Thereis no oneto cal to take over.

» Good project management is needed throughout the project. You need personnel who will stick it
out over the duration of the project.
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Force Accounting

What isforce accounting?

Community builds the project itself,
hiring their own workers. g

Force Accounting

t ' '
Advantages « What is force accounting?

The community has direct control » Advantages
over the project. . Di

There are opportunities to employ Disadvantages
and train local residents.

The community makes decisions
regarding wages, hiring practices
and working hours.

Money (wages) stays in the
community adding to the local
economy.

Disadvantages

There may be pressure on loca )
government because the E
community is responsible for \(7‘
keeping the project on schedule
and within budget. Side 79
This requires a good payroll and accounting system.

Personnel may need training at the community’ s expense.

Not every community has local labor, management experience, or equipment.

Trained people must maintain the construction equipment.

Thereis no oneto call to take over.

Good project management is needed throughout the project. Regardless of the approach you
select, you need trained personnel who will stick it out over the duration of the project.
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Instructor Tips References " eottig
* SPG P@S 28_29 * What does it mean lu —
® Use this slide to describe the pros and cons of SPG Technical constnction?
contracting construction. Appendix D tayicadl
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* Students should be able to define contract
construction.

| deas for Real Life Examples

* Have some numbers on how many communities
are currently using this method of project
management in Alaska.

* Describe ared project where you have used
contract construction. Relate the pros and cons of
your experience.

Speaker Notes

Potential Discussion Questions

* Has anyone worked in acommunity where
construction was contracted out? How did it

work?

the community to build the system.
*Advantages

*Disadvantages

“loop.”

great).

home).

In this section present the features of Contracting Construction.
*What doesit mean to contract congtruction? Contracting means a private construction company comes into

* Thereis less impact and stress on the community government, accounting systems, and
management. The company has its own accountants and construction supervisors.

» Contracts can include provisions requiring loca hire.

* Professional companies usually do the job well and quickly. They are motivated to get the job
done (time is money, reputations at stake).

* Thereis less local control and decision making power. Community is not in the decision-making

» Local hire might not be used. There s less opportunity to train local residents.
» There may be fewer benefits to the local economy (jobs, cash flow in the community is not as

» Money leaves the community (workers do not live in the community and spend their money back

I nstructor Manual Page 80
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Contracting Construction

What doesit mean to contract
construction? Contracting means a
private construction company comes
into the community to build the
system.

Advantages

Thereis less impact and stress on
the community government,
accounting systems, and
management. The company has
its own accountants and
construction supervisors.
Contracts can include provisions
requiring local hire.

Professional companies usually
do the job well and quickly. They
are motivated to get the job done
(time is money, reputations at
stake).

Disadvantages

%)

» What does it mean to contract

construction?
» Advantages
» Disadvantages

Planning for Utilities

Contracting
Construction

e

Slide 80

Thereis less loca control and decision making power. Community is not in the decision-

making “ loop.”

Loca hire might not be used. Thereis less opportunity to train loca residents.
There may be fewer benefits to the local economy (jobs, cash flow in the community is not as

great).

Money leaves the community (workers do not live in the community and spend their money

back home).

Department of Community and Economic Development
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nsiructor Tips ore
Final Design
* Briefly review some of the things you might seein SPG Peges 28-29 " gy P g el
f|na| deS|gn plans « Community Involvement
» Students should now understand the difference
between preliminary design (engineering) and final
design.
« Remember that text highlighted in gr een %
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represents potential test questions.

|deas for Real Life Examples

* Copies of master plan newsletters or flyers that
have been used in other projects to update the
community during final design.

» Show acopy of fina design plans for ared
project. What changed between preliminary design
and final design.

Speaker Notes

Potential Discussion Questions

» Why should the community be involved in
reviewing the final design?

» What happens during final design?

company to actually build the system.

Explain what is happening during the final design stage of putting the plan into action.

Final design means the design of the water and sewer system is completed by an engineer based upon the
Master Plan, the CIP, and the preliminary engineering. The final design plans are used by the construction

» What about community involvement during this stage of the process?

informed include:

included..

While final design plans are being developed, the work group needs to remain involved. Discussions with
the engineer should still be taking place. Involving the work group ensures that local needs and concerns
are continued to be addressed in the fina design. If there are design changes from the master plan, the
engineer needs to provide the community with written justification.

Some effective public involvement techniques for keeping the work group running AND the community

* Newsletters to each boxholder and/or school child in the community. The newsletter should
update residents on the final design features - maps and drawings or photographs should be

* Public meeting with the work group where final design plans can bereviewed. Use existing
forums like village or city council meetings, school open houses, etc.
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Final Design
What happens during final design?

Final design means the design of the
water and sewer system is completed
by an engineer based upon the Master . : . .
Plan, the CIP, and the preliminary ‘ Wh_at is happening during final
engineering. The final design plans design?

are used by the construction company « Community | nvolvement
to actudly build the system.

g Fina Design

What about community involvement
during this stage of the process?

While final design plans are being
developed, the work group needs to
remain involved. Discussions with
the engineer should still be taking
place. Involving the work group
ensures that loca needs and concerns
continue to be addressed in the fina

design. If there are design changes #
from the master plan, the engineer ‘2
needs to provide the community with

written justification. Siide 81

Some effective public involvement techniques for keeping the work group running AND the
community informed include:

Newsletters to each boxholder and/or school child in the community. The newsletter should
update residents on the final design features - maps and drawings or photographs should be
included.

Public meeting with the work group where fina design plans can be reviewed. Use existing
forums like village or city council meetings, school open houses, etc.
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nstructor Tips o ‘
E Permits
» SPG Pages 29

* Use this slide to discuss the likely permits that will _ - oot e
. . 4 SPG Tmhr“cal « What information will I need?

be needed and pros and cons for making the permit

process flow more smoothly.

AppendIX C * Wheredo | get that information?

» Stateand Federa
permit applications,

CPQ
| deas for Real Life Examples
« Have on hand some sample state and federal Potential Discussion Questions
agency per_mlt applications, coastdl project * How many have been involved with the
questionnaire, etc. permitting process? What did you learn from
« Discuss a project that had trouble getting permits. it? What kinds of permits did you haveto
What could have been done better? obtain? What type of information did you

need to fill out the applications? Was the
information you needed found in your master
plan?

Speaker Notes

In this section review per mitting. Go over the permits that might be needed, how to apply for them,
information you need to fill out the applications, and where to get that information.

» What permits might be needed? You might need severa permits from different agencies for different parts
of the project. Even though there are as many as 25 possible permits out there, it is unlikely that al will be
needed for your project. Early in the planning process, the community has been working with the state and
federa agencies through the work group and planning coordinator. These“ stakeholders” have been
involved in goal-setting and collecting information, alternatives development and refinement, and final
selection of the preferred dternative. Permit needs were identified and data collected for the master plan that
can now be used in the permit application.

» How do you apply for them? Using Technical Appendix C of the SPG, you can check off which permits
might apply to your project and begin contacting the proper agency and gathering the application forms and
information you need. The Division of Governmental Coordination can help you determine which permits
you might need.

» What information do you need for the permit application and where do you get that information? Your
draft master plan will likely contain most or al the information you will need for the application. For
example, if in the draft master plan you have identified an alternative that requires gravel or dirt to be put in
awetland or along the edge of apond or stream, you will need a permit. The plan should provides you with
the location of the gravel placement and the amount (engineering details). The permit application will
reguire these kinds of details.
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Conduct Exercise 17 Per mitting
Pur pose of Exercise - to review what trigger s per mitting r equir ements.
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Per mits

What permits might be needed? You
might need severa permits from
different agencies for different parts Permits
of the project. Even though there are
as many as 25 possible permits out
there, it is unlikely that al will be

* What permits might we need?
needed for your project. Early in the * How do | apply for them?

planning process, the community has . : .
been working with the state and * What information will | need?
federa agencies through the work  Wheredo | get that information?
group and planning coordinator.
These “ stakeholders” have been
involved in god-setting and
collecting information, alternative
development and refinement, and
final selection of the preferred
aternative. Permit needs were
identified and data collected for the
master plan that can now be used in
the permit application.

How do you apply for thent? Using
Technica Appendix C of the
Sanitation Planning Guidebook, you Slide 82
can check off which permits might

apply to your project and begin contacting the proper agency and gathering the application forms
and information you need. The Division of Governmenta Coordination can help you determine
which permits you might need.

What information do you need for the permit application and where do you get that infor matioR
Your draft master plan will likely contain most or al the information you will need for the
application. For example, if in the draft master plan you have identified an alternative that
requires gravel or dirt to be put in awetland or along the edge of a pond or stream, you will need
apermit. The plan should provide you with the location of the gravel placement and the amount
(engineering details). The permit application will require these kinds of details.
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I nstructor Tips

® Don't spend too much time on this slide as
additional slides follow.

* Use this slide to tell students what you are going to
cover in the next unit.

| deas for Real Life Examples

* Discuss a construction project you are familiar
with. What kinds of tasks go on during
construction.

Speaker Notes

References
° SPG Page 29 ﬁ During Construction

« Community Involvement

* Operator training
« Utility Management Team

Overview Slide

Potential Discussion Questions

» How many students have been involved with
aproject during actual construction?

» What role did you play?
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This is an overview slide that introduces the key elements of putting the plan into action during
construction. Once construction begins, there are three important points to remember:

» Community Involvement - keeping folks informed so there are few surprises or emergencies
* Operator Training - begin training for operations now
« Utility Management Team - plan how the system is to pay for itself
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During Construction

Once construction begins, there are
three important points to remember: g

During Construction

Community Invol vement.
Keeping folks informed so there

: : o Community Involvement
arefew SUrprises or emergencies.

o QOperator training

Operator Training. Begin « Utility Management Team
training for operations now.

Utility Management Team. Plan
how the system is to pay for
itself.

Planning for Utilities Slide 83
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I nstructor Tips References " e
. i | nvolvement
° Rerer StUdentS tO Appmdl(:% that |nC|Ude more SPG Appendlx A. . g\(/)rg]{”vmg‘rs;\‘gxaw\iet&;?{;urme
details on public involvement techniques. These * SPG Technicd - Wt techicues work?
were covered in greater depth in Lesson 2. Appendix A.
» Construction causes inconveniences to the public.
Use this slide to discuss why and how public
involvement should continue through construction. -

|deas for Real Life Examples

* Discuss a construction project you are familiar
with where the public was not kept informed? What

Potential Discussion Questions

» What can happen when you forget to involve
the community during construction?

happened?

Speaker Notes

This section details community involvement during the construction of the system. Go over why you want
to continue to involve and inform residents and present some of the public involvement techniques that
work.

» Why continue with public involvement? Construction in acommunity can be very disruptive to resident’s
lifestyles, loca business, and to loca government. When a construction project starts everyoneis affected.
Construction means movement of dirt, hauling and laying of pipe, truck traffic, dust, noise and a general
increasein the level of activity not otherwise experienced in most small communities. This increase in
activity could be ashock or cause inconvenience to someresidents. Normal routes (trails, pathways, roads)
from houses to the store, post office, and hedlth clinic, for example, could be temporarily changed. What’s
the solution? Keep people informed of what is going on.

» What public involvement techniques work? Continue to use the work group and your planning coordinator
to get the word out about what is going to happen during construction. Hold public meetings before
construction begins. Go over the construction schedule with the community and gather their ideas on how
to make it compatible with local lifestyles. Continue to hold meetings as each phase comes on line. If there
are planned breaks in power service, closures of roads and trails, put this information on the radio and post
notices in the clinic, city/village office, post office. If your community likes newsletters or flyers, use this
medium to get theword out. Don’'t wait until the bulldozers arrivel Do it early.
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Community I nvolvement

Continue to involve and inform
residents during this stage.

Why continue with public
involvement? Construction in a
community can be very disruptive to
resident’ s lifestyles, loca business,
and to loca government. When a
construction project starts everyone is
affected. Construction means
movement of dirt, hauling and laying
of pipe, truck traffic, dust, noise and a
generd increase in the level of

activity not otherwise experienced in
most small communities. This
increase in activity could be a shock
or cause inconvenience to some
residents. Normal routes (tralls,
pathways, and roads) from houses to
the store, post office, and health
clinic, for example, could be
temporarily changed.

What’ s the solution? Keep people
informed of what is going on.

%)

* Why might | want to continue
community involvement?

* What techniques work?

Planning for Utilities

Community
| nvolvement

Slide 84

What public involvement techniques work? Continue to use the work group and your planning
coordinator to get the word out about what is going to happen during construction. Hold public
meetings before construction begins. Go over the construction schedule with the community and
gather their ideas on how to make it compatible with local lifestyles. Continue to hold meetings
as each phase comes on line. If there are planned breaks in power service, closures of roads and
trails, put this information on the radio and post notices in the clinic, city/village office, post

office.

If your community likes newsletters or flyers, use this medium to get the word out. Don’ t wait

until the bulldozers arrive! Do it early.
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I nstructor Tips

» Use this slide to discuss operator training. Do not
wait until the system is up and running!!

» Remember that text highlighted in green
represents potential test questions.

| deas for Real Life Examples

» Discuss asituation you are familiar with a situation
where the operator had poor training or was not
trained in time so he/she was not up to speed when
the new system came on line.

Speaker Notes

Refer ences
e SPG Pages 28-29

E Operator Training

* Why start now?

* What training do | need?
* Wheredo we get training?

Potential Discussion Questions

* |s anyone familiar with a situation where the
operator had poor training or was not trained in
time so he/she was not up to speed when the
new system came on line.

This section presents details on oper ator training.

final master plan.

and federal agencies may offer training.

Review with students why it is never too early to begin training utility operators.

* Why start now? Start Early. Do not wait until construction is complete and the system is operational to
begin training. They need to be ready to go when the system comes on line. Operator training can realy
begin once the preferred aternative has been selected and the final master plan completed. Thereis plenty
of time while the CIP and final design is being worked on to get those operators trained.

» What kind of training will they need? This will depend on the system you select and develop as part of the

» Where do we get the training? DCED currently offers arange of utility operator training courses. They
have plans to continue with this training and expanding the operator training series in the future. Other state

I nstructor Manual Page 85
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Operator Training

It is never too early to begin training
utility operators.

Operator Training

Why start now? Start Early. Do not g
wait until construction is complete "
and the system is operational to begin * Why start now

training. They need to be ready to go e What training do | need?
when the system comes on line. -
Operator training can really begin * Where do we get training?
once the preferred alternative has
been selected and the final master
plan completed. Thereis plenty of
time while the CIP and final design is
being worked on to get those
operators trained.

What kind of training will they neec?
This will depend on the system you
select and develop as part of the final
master plan.

Wher e do we get the training?
DCED currently offers arange of
utility operator training courses. They Siide 85
have plans to continue with this

training and expanding the operator training series in the future. Other state and federa agencies
may offer training.

Department of Community and Economic Development Student Manual Page 85
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I nstructor Tips

» Use this slide to explain what a utility management
team is and when and why to form one.

| deas for Real Life Examples

» Tak about a project or community where the
project was built and then the community did not
have the people in place to run what they got or the
people they had did not know their roles.

Speaker Notes

o Utility

Management Team
* What is a utility management team?
* Who should be on it?

* Wherecan | get moreinformation
and training?

Potential Discussion Questions

» Who runs the utility in your community. Do
you have an operator?, amanager?, a
bookkeeper?, what role does the Council play?

(resident, business owner).
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This section presents details on establishing a utility management team.

» What isa utility management team? It takes ateam of peopleto run a utility. Keeping the system
running, managing people, managing money, governing each take peoplein the city or village to
take care of daily operations and make decisions that affect the success of the utility. During
construction is agood time to start thinking about the skills of the people you have, make sure they
have the training they will need, and that they understand what their roles will be. This needs to
happen wdll in advance of when the system is up and running.

» Who should be on it? Policy-making body, utility manager, operator, accountant, citizens

» Where can | get more information and training? RUBA, ANTHC, ADEC, RDA

I nstructor Manual Page 86
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Utility M anagement Team

This section presents details on
establishing a utility management
team.

What is a utility management team?
It takes ateam of peopleto run a
utility. Keeping the system running,
managing people, managing money,
governing each take people in the city
or village to take care of daily
operations and make decisions that
affect the success of the utility.

During construction is a good time to
start thinking about the skills of the
people you have, make sure they have
the training they will need, and that
they understand what their roles will
be. This needs to happen wdll in
advance of when the system is up and
running.

Who should be on it? The policy-
making body, utility manager,
operator, accountant, citizens

g Utility

Management Team
» What is a utility management team?
* Who should be on it?

* Where can | get more information
and training?

Planning for Utilities Slide 86

(resident, business owner) is a potential member of the team.

Where can | get more information and training?Contact the following agencies for information

on forming a team:

Rura Utility Business Advisor program (RUBA)
Alaska Native Triba Health Consortium (ANTHC)
Alaska Department of Environmental Conservation (ADEC)

Rural Development Authority (RDA)

Department of Community and Economic Devel opment Student Manual Page 86
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I nstructor Tips

» Don’t spend too much time on this slide as
additional slides follow.

» Use this slide to tell students what you are going to
cover in the next unit.

» Remember that text highlighted in green
represents potential test questions.

| deas for Real Life Examples
* Relay a story about acommunity where they ran

into problems once their system was up and running.

What happened? Why? Try to relate the story to
the types of topics to be discussed in this lesson.

Speaker Notes

09/06/2000
References
E After Construction:
¢ SPG Pages 31-34 Operetins& Maintenance
* SPG Technica : ?%“?”;Mji}:ﬂiﬂfmmm
Appendix H

Potential Discussion Questions

» Has anyone had operating and maintenance
problems with their system - remember
operation and maintenance means more than
pipes and pumps.

Briefly review the two main parts of the lesson:

Thisis an overview slide that introduces key points to be covered regarding oper ating and maintaining
your water and wastewater system. Operation and maintenance of your water and/or sewer system is

more than fixing leaks, repairing pipes, and changing filters at the water treatment plant. Operation and

maintenance s all of these things and more - it’s bookkeeping, paying employees, setting and collecting

fees, monitoring the system AND taking care of the system.

* Preventive Maintenance - routine maintenance in order to avoid BIGGER problems
* The” Sx Cs’ of Utility Management - ADEC’ s rules of thumb for successful O&M

I nstructor Manual Page 87
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Utility Planning - Advanced

After Construction: Operation and
M aintenance

Operation and maintenance of your
water and/or sewer system is more
than fixing leaks, repairing pipes, and
changing filters at the water treatment
plant. Operation and maintenance is
all of these things and more — it is
bookkeeping, paying employees,
setting and collecting fees,

monitoring the system AND taking
care of the system.

There are two main topics discussed
in this section:

Preventive Maintenance -routine
maintenance in order to avoid
BIGGER problems

The* Sx Cs’ of Utility
Management — the ADEC rules of
thumb for successful O& M

g After Construction:
Operations & Maintenance

* Preventive Maintenance
e The* Six Cs” of Utility Management

— Controlling Cash
— Creating Structure
— Comparing Data
— Council Oversight
— Cost Figuring

— Communicating

Planning for Utilities

%

Slide 87
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Instructor Tips References " o
N _ Maintenance
» Use this slide to talk about preventive SPG Pages 28-29 - owne st
ma ntenance. 4 Communl'[y Sanitation . BLZ‘;‘;‘QW maintenance
. ) . . MaS'[er Plan exarnple * Preventive maintenance schedule
» Remind students that various organizations have
training programs for operators.
» Remember that text highlighted in green -
represents potential test questions. |
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|deas for Real Life Examples

* Tell astory about an improvement that was not
properly maintained. What happened? How could
it have been avoided.

Speaker Notes

Potential Discussion Questions

* s anyone aware of astory where proper
preventive maintenance was not conducted?
What happened? How could it have been
avoided.

This section details pr eventive maintenance.

the system.

find emergency funding.

Preventive maintenance is about using the owner’s manual, training per sonnel to take care of the
system, and having a maintenance budget established. 1t’s also about conducting routine maintenance in
order to avoid or minimize the chance of bigger and more costly repairs later.

*Owner’s Manual. Successful operations and maintenance means operators follow the owner’s manud. |f
the system did not come with one, contact the contractor and engineer to obtain one.  The manua should
describe procedures for ensuring health and saf ety in utility operation.

*Training. If the utility operator does not understand the system, send them to training before you take over

*Budget for Maintenance. Prepare and adopt a budget strictly for operation and maintenance purposes. It's
much better to have the money aready budgeted and available when the system breaks down than to try to

* Preventive Maintenance Schedule. Prepare a schedule in accord with the owners manua and engineer’s
recommendations for conducting routine preventive maintenance.

I nstructor Manual Page 88
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Preventive M aintenance

Preventive maintenance is about

using the owner’ s manual, training
personnel to take care of the system,
and having a maintenance budget
established. It s aso about
conducting routine maintenance in
order to avoid or minimize the chance
of bigger and more costly repairs
later.

Owner’ sManual. Successful
operations and maintenance means
operators follow the owner’ s manual.
If the system did not come with one,
contact the contractor and engineer to
obtain one.  The manual should
describe procedures for ensuring
hedlth and safety in utility operation.

Training. If the utility operator does
not understand the system, send them
to training before you take over the
system.

Budget for Maintenance. Prepare and

g Preventive
Maintenance

e Owner’ s Manua

e Traning

» Budget for maintenance
* Preventive maintenance schedule

=X

Planning for Utilities Slide 88

adopt a budget strictly for operation and maintenance purposes. It' s much better to have the
money aready budgeted and available when the system breaks down than to try to find

emergency funding.

Department of Community and Economic Development Student Manual Page 88
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netructor Tips oo
E “TheSix Cs”
* SPG Pages 31-34

» Don’'t spend too much time on this slide as - Controling Cash

« Creating Structure

ajdltlonal Slldes fO"OW . * SPG T&:hn|cd « Comparing Data
o ) Appendix H. e
* Use this slide to tell students what you are going to + Communicating

* RUBA Financial

cover in the upcoming unit.
Management | and |1

» Remember that text highlighted in green
represents potential test questions.

|deas for Real Life Examples Potential Discussion Questions

* Think of an example where acommunity did not » Think about your role on desling with the
perform one of these functions well. What utility, under which bullet do you think your
happened? How could it have been prevented. job falls? Go around the room and get people

to talk about what they do in their job and how

* Think of asituation where performing one of these ) ) .
it relates to these 6 accounting functions.

functions well saved time, money, or kept the
system operating.

Speaker Notes

This is an overview slide introducing the guide books recommendations for successful financial
management of utility operation and maintenance called the “ six Cs” of utility management.

Review the six critical tasks acommunity should be able to perform before anew water and sewer system
comes on line.

* Controlling Cash - funds and assets

* Creating Structure -good recor d-keeping

» Comparing Data - from one year to the next
» Council Oversight - ultimate responsbility
* Cogt Figuring - setting rates

» Communicating - keep everyone informed
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The Six “ Cs’

The Alaska Department of
Environmental Conservation has
developed a set of recommendations
for successful financial management
of utility operation and maintenance.
It is cdled the “ six Cs” of utility
management. These could be
considered six critical tasks a
community should be able to perform
before a new water and sewer system
comes on line.

Controlling Cash - funds and
assets

Creating Structure -good recor d-
keeping

Comparing Data - from one year
to the next

Council Oversight - ultimate
responsibility

Cost Figuring - setting rates

g “The Six Cs”

» Controlling Cash
Creating Structure
Comparing Data
Council Oversight
Cost Figuring
Communicating

Planning for Utilities Slide 89

Communicating - keep everyone informed

Department of Community and Economic Development Student Manual Page 89
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I nstructor Tips

» Use this slide to talk about cash control
procedures.

* Students should understand what is meant by the
term “ cash control” and why it is important.

| deas for Real Life Examples

* Relate a story where cash control was done poorly.

Was money missing or just lost in an accounting
black hole. Did the utility not pay a bill? Unable to
order fue?

Speaker Notes

E Controlling Cash

« Billing Procedures

» Tracking revenues and debts
* Monitoring and auditing

Potential Discussion Questions

* Arethere any accountants in the room? How
about utility managers that are aware of therr
control on cash? What procedures do you use?
Have you had problems? Any tips you can
share with others in the class?

» Can you think of any reasons why controlling
cash might be important?

This section presents details on contr olling cash.

recommended:

safety.

be handled.

rate, and due dates.

sdles, and safely store cash for deposit.

In order to protect funds and assets of the water and sewer system the following procedures are

» Owner’s Manual - this should come with the system selected/built for the community and should
describe the continuous cycles of preventive maintenance and procedures for ensuring heslth and

* Bill-approval procedures - because different people share the responsibility of preparing/signing
checks and approving bills and payroll records it is necessary to clearly describe how billings areto

* Revenue, accounts receivable and debt-tracking procedures - schedule these by source, interest

* Use of outside monitors and auditors - examine records and assets annually.
» Egtablished cash control procedures - written receipts for each payment made, ledger to track

I nstructor Manual Page 90
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Controlling Cash

In order to protect funds and assets of
the water and sewer system the
following procedures for controlling
cash are recommended:

Owner’ sManual -this should come
with the system selected/built for the
community and should describe the
continuous cycles of preventive
maintenance and procedures for
ensuring health and safety.

Bill-approval procedures- because
different people share the
responsibility of preparing/signing
checks and approving bills and
payroll records it is necessary to
clearly describe how hillings are to be
handled.

Revenue, accountsreceivable and
debt-tracking procedures- schedule
these by source, interest rate, and due
dates.

g Controlling Cash

* Billing Procedures
» Tracking revenues and debts
* Monitoring and auditing

Planning for Utilities Slide 90

Use of outside monitors and auditors - examine records and assets annualy.

Established cash control procedures- written receipts for each payment made, ledger to track

saes, and safely store cash for deposit.

Controlling cash presents special problems because coins and bills can be handled without
leaving any record on paper. If doing a coin exchange or selling miscellaneous items make sure
aledger is kept to track sales. Store cash in alocked, secure safe after it has been counted but

before it is deposited in a bank.

Department of Community and Economic Devel opment Student Manual Page 90



Utility Planning - Advanced 09/06/2000

| nstr rTi
structo PSs | % Cregting Structure

» Use this slide to talk about importance of having + Orgiarg o
. + Computerized System
organized records and a structure or procedures for - poper Sysm
. + Wherecan | get moretraining?
keeping good records. e

* Student should understand how record keeping can
help keep the utility out of trouble.

|deas for Real Life Examples Potential Discussion Questions

* Relate a story where records were kept poorly. * Arethere any accountants in the room? How
What happened. How did the poor record keeping about utility managers that are aware of therr
impact the utility? The citizens? record keeping system? How do you keep

track of your records? Have you had
problems? Any tips you can share with others
in the class?

» Can you think of any reasons why keeping
good records might be important?

Speaker Notes

This section presents details on creating structure. In order to give meaning to the records your community
keeps, you need to cresate structure.

* Organizing Records. Records in of themselves are merely pieces of paper. They must be put together to
tell astory of how you are doing.
Cresating an organizational system can track the following information:

» how much money is coming and whereit is going,

» who owes money for past utility bills,

» how much money has been collected from utility customers,

*» how much has been spent by the utility on operations, maintenance, and

» what were the repair bills?

* Types of Organizations You Could Create. There are many different types of systems you could choose
for your community. Two that work are the computerized system and the old-fashioned paper system. The
computerized system usually relies on filed paper records as back up. Either system will require training to
ensure competence.

» Where can you get more training on how to create structure? The state offers numerous training
opportunities for records management and organizational management including the RUBA courses and
Clerk’s Training.
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Creating Structure

In order to give meaning to the

records your community keeps, you
need to create structure. g

Creating Structure

Organizing Records. Records in of .0 - q
themselves are merely pieces of rganizing recoras
paper. They must be put together to o Computerized System

tell astory of how you are doing.

Even if you have handled every * Paper System
preventive task accurately and  Where can | get more training?
handled every penny of cash with
utmost care and responsibility (the 1%
©), you still have to put records
together to tell a story of how you are
doing.

Cregting an organizationa system
can track the following information:

how much money is coming and

where it is going, 2
who owes money for past utility I--é“
bills, @

how much money has been Sie o

collected from utility customers,
how much has been spent by the utility on operations, maintenance, and
what were the repair bills?

Types of Organizations You Could Create. There are many different types of systems you could
choose for your community. Two that work are the computerized system and the old-fashioned
paper system. The computerized system usualy relies on filed paper records as back up. Either
system will require training to ensure competence.

Wher e can you get mor e training on how to create structure? The state offers numerous training
opportunities for record-management and organizational management including the RUBA
courses and Clerk’ s Training.

Department of Community and Economic Devel opment Student Manual Page 91
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I nstructor Tips

» Use this slide to talk about the kinds of reporting © Prgesfans
that is useful to utility managers for making - Bukeing
decisions - oo bearpins

» Students should learn what kinds of data should be
collected and how that information can be used to
make decisions. i

|deas for Real Life Examples Potential Discussion Questions

* Relate a story where having a certain report or * Arethere any accountants in the room? How
piece of datawas critical for making a decision that about utility managers? Do you prepare/get
saved the utility alot of money, or saved them from reports? How do you use the information? Any
shutting down. tips you can share with others in the class?

» Can you think of any ways that you might be
able to use the data that you keep at your
utility/community?

Speaker Notes

This section presents details on comparing data. Comparing datafrom one year to the next will be useful
to the utility manager and the city or village council.

* Progress Reports.  Use current and past records and datato create reports that compare information over
time. These reports can be used to answer questions, assist with budgeting, and setting or adjusting rates.

» Answer questions. Review problems or changes from past experience. Use what you have learned to
adjust operation and maintenance procedures, annual budgets, etc.

* Budgeting. Initiate a budget process for future operations - past records of revenues and expenses help
monitor success of the utility

* Unit Costs. Compute unit costs of providing products or services - this will help set rates

* Job Descriptions. Keep employee job descriptions up-to-date in order to ensure that wages are spent
efficiently. Conduct employee evaluations - time spent this year on preventive maintenance has decreased
over last year because the employees are more efficient
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Comparing Data

Comparing data from one year to the
next will be useful to the utility
manager and the city or village
council. Utility managers can use
these comparisons to make decisions.

For example, current and past records
and data can be used as follows:

Progress Reports. Use current and
past records and data to create reports
that compare information over time.
These reports can be used to answer
guestions, assist with budgeting, and
setting or adjusting rates.

Answer Questions. Review problems
or changes from past experience. Use
what you have learned to adjust
operation and maintenance
procedures, annual budgets, etc.

Budgeting. Initiate a budget process
for future operations - past records of
revenues and expenses help monitor
success of the utility

g Comparing Data

* Progress Reports
Answer Questions
Budgeting

Unit Costs

Job Descriptions

Planning for Utilities

]

Slide 92

Unit Costs. Compute unit costs of providing products or services - this will help set rates

Job Descriptions. Keep employee job descriptions up-to-date in order to ensure that wages are
spent efficiently. Conduct employee evauations - time spent this year on preventive
maintenance has decreased over last year because the employees are more efficient

Department of Community and Economic Devel opment
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I nstructor Tips

* Userthis slide to clearly inform students about the
importance of council (elected official) oversight.

» Students should understand the role of the elected
officials as it relates to utility management.

| deas for Real Life Examples

* Present an example where the council was [wasn'’t]
kept informed or knew [didn’t know] their role.
What happened? How was the utility affected?

Speaker Notes

| % Council Oversight

* Who is responsible?

« Using your reports

« Make clear and understand the role
of various players:
— Accountant

— Utility manager
— Council

Potential Discussion Questions

* Arethere any council [utility managers]
members in attendance? What kind of
relationship do you have with the utility
[council]? Areyou [they] kept informed?

Review the following key points:

C
©
—
(@]
<
(@)
P}
c
o
(0]
e
+—
(@)}
=
=
-]
ol
N~
c
i
—

This section presents details on council over sight. Oversight by the policy-making body, whether it be a
village council, tribal council or city council, is critical to the successful policy direction of the utility.
Reports on the manager’ s efforts to keep the utility operating efficiently are key to effective policy direction.

*Under stand who isresponsible for utility oversight - the policy-making body (city, village, or triba
council) has ultimate responsibility for the system. They have fiduciary responsibility - that is, they
must ensure that the utility operates on a sound financial basis and benefits its users.

*Use your reports effectively - there should be areport each month called the * actual versus budget”
that shows how the utility is performing financially versus what was budgeted. Reports will help
identify problems that need to be fixed. Some problems may be fixed by the manager depending on
the authority granted him/her. Some solutions may require council approval.

*Roles and responsibilities of the accountant, utility manager and council should be clear -
employees such as the city manager, village administrator, accountant, and utility manager each
have their specific responsibilities. They provide the policy-making body with information on
specific aspects of the utility operation. However, the policy-making body is ultimately responsible.

I nstructor Manual Page 93
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Council Oversight

Oversight by the policy-making body,
whether it be a village council, tribal
council or city council, is critica to
the successful policy direction of the
utility. Reports on the manager’ s
efforts to keep the utility operating
efficiently are key to effective policy .
direction.

Who isresponsible for utility
oversight? The policy-making body
(city, village, or tribal council) has
ultimate responsibility for the system.
They have fiduciary responsibility -
that is, they must ensure that the
utility operates on a sound financia
basis and benefits its users.

Use your reports effectively There
should be a report each month called
the “ actua versus budget” that shows
how the utility is performing
financially versus what was budgeted.

%)

* Who is responsible?

Using your reports

» Make clear and understand the role

of various players:
— Accountant

— Utility manager

— Council

Reports will help identify problems

that need to be fixed. The utility

Council Oversight

Slide 93

manager may be able to resolve some problems. Some solutions may require council approval.

What are the roles and respons bilities of the accountant, utility manager and council?
Employees such as the city manager, village administrator, accountant, and utility manager each
have their specific responsibilities. They provide the policy-making body with information on
specific aspects of the utility operation. However, the policy-making body is ultimately

responsible.

Department of Community and Economic Devel opment
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| nstr r Ti
structor Tips

* Thisis an overview of cost-figuring. Direct » How much st actualy costing o

run the system?

students to the more detailed DCED courses on - Satting billng retes
Financial Management.

|deas for Real Life Examples Potential Discussion Questions
* Bring copies of existing rate setting procedures and » How do you set rates? Do you know how
ordinances from some Alaska communities. much it costs to run your utility? How do you

* Can you think of acommunity that had no idea handle people that don't pay?

how much it cost to run the system? How did they
set rates?

Speaker Notes

This section presents details on cost figuring. This means to determine costs of user services and set rates.
Accurate cost figuring is critical to long-term successful operation and maintenance.

Review the following aspects of cost figuring or rate setting.

* How much isit going to cost to run the syssem? The community should determine costs of user
services and set rates. The setting of utility rates is critical to the viability of the utility. Setting
rates ensures that the utility provides adequate money for proper management, operation,
maintenance, renovation, or expansion.

» Who setsthe rates? Policy-making bodies have responsibility for long-term, efficient utility
operation and thus are responsible for setting the rates. A written procedure must be established and
adopted by the policy-making body and included in a utility ordinance.

» How do you set the rates? Fees must cover operating costs and should provide a“ savings
account” for futurerepairs. Rates should befair to all. One method commonly used is where the
cost billed to the customer is proportional to the amount of cost incurred to provide the service to
the customer. Rate analysis and setting is best accomplished with the help of qualified personnel.
RUBA may be able to help or refer you to someone who can.
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Cost Figuring

Cost figuring means to determine
costs of user services and set rates.

Accurate cost figuring is critical to g
long-term successful operation and
maintenance.

Cost Figuring

e How much is it actualy costing to

How much isit going to cost to run run the system?
the system? The community should « Setting billing rates
determine costs of user services and
set rates. The setting of utility rates is
critical to the viability of the utility.
Setting rates ensures that the utility
provides adequate money for proper
management, operation, maintenance,
renovation, or expansion.

Who setsthe rates? Policy-making
bodies have responsibility for long-
term, efficient utility operation and
thus are responsible for setting the
rates. A written procedure must be
established and adopted by the &
policy-making body and included in a —

utility ordinance. A utility ordinance Slide 94
contains the rules and regulations of
your utility.

How do you set the rates? Fees must cover operating costs and should provide a“ savings
account” for future repairs. Rates should be fair to dl. One method commonly used is where the
cost billed to the customer is proportional to the amount of cost incurred to provide the service to
the customer. Rate analysis and setting is best accomplished with the help of qualified

personnel. RUBA may be able to help or refer you to someone who can.
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I nstructor Tips

» Remind students that after the master plan is + Pk e ot .
. . . . . 1y continue public involvement?
implemented and projects are built the public now - What frmaion o hpuic
.y . need to know about the utility?
ba:ome the CUStomerS AS a Utlllty yOU %Smtla"y * How can you keep them informed?

work for the public.

* Remember that text highlighted in green
represents potential test questions. i

|deas for Real Life Examples

« Relate some different ways that you know of that Potential Discussion Questions

are commonly done to keep customers informed

(notices in the utility bill) others? » Can you think of some times during the

operation or maintenance of a utility that it
would be important to communicate with the
customers? How about arate change?
Planned service interruption? Others?

Speaker Notes

This section presents details on communication that should occur as part of operations and maintenance of
the utility.

Review the following key points:

* Public involvement does not end once the utility isup and running. It does change form, however, and
becomes more apart of the utility management system. As part of creating the organizational structure for
the utility, be sure to incorporate regular communication with residents as part of your management
approach.

*\Why should you continue to involve the public? It's about keeping people informed. Along with its
fiduciary responsibility, the council and utility manager are responsible for communicating with the public
about the utility’ s performance. Continued support for the utility budget, rates and personnel to operate and
maintain the utility depend upon public understanding. They need to know how it is working, where the
problems are, and the city or village's plans for resolving them.

» What information does the public need to know? Tell them about the annual utility budget. Tell them how
the utility is performing this year compared to last year. Explain the rate structure - involve the community
in setting rates.

» What techniques work? Besides the official reporting that occur, in order to effectively communicate the
budget and other financial aspects of the utility, organize a public meeting during budget time. Send out
surveys to find out what people think about the utility operation. If problems arise, use the structure
problem-solving technique to work it out in a professional and open manner.
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Communication

Communication should continue to

occur as part of operations and
maintenance of the utility. g

Communicating

Public involvement does not end once . Public i | td t end
the utility isup and running It does ublic Involvement GOEs not end.

change form, however, and becomes » Why continue public involvement?

more a part of the utility management . : : :
system. As part of creating the What information does the public

organizationa structure for the utility, need to know about the utility?

be sure to incorporate regular e How can you keep them informed?
communication with residents as part

of your management approach.

Why should you continue to involve
the public? It s about keeping people
informed. Along with its fiduciary
responsibility, the council and utility
manager are responsible for
communicating with the public about
the utility’ s performance. Continued .
support for the utility budget, rates y
and personnel to operate and maintain
the utility depend upon public Siide 95
understanding. They need to know

how it is working, where the problems are, and the city or village' s plans for resolving them.

What information does the public need to know? Tell them about the annua utility budget. Tell
them how the utility is performing this year compared to last year. Explain the rate structure -
involve the community in setting rates.

What techniqueswork? Besides the officia reporting that occur, in order to effectively
communicate the budget and other financia aspects of the utility, organize a public meeting
during budget time. Send out surveys to find out what people think about the utility operation.
If problems arise, use the structure problem-solving technique to work it out in a professional
and open manner.
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Goal of thisLesson Schedule .
esson 8
Lesson: 4.5 hours Course Summary

To review with students next steps they should be - Community Sefi-Evaluation
taking in planning and assessing their planning Length: e
needs. In addition, providing areview of what was * Discussion

i « Co ity Self
covered in the course. mmunity

Evaluations 1 hour
Educational Objectives « Class Review .5 hours
After completing this lesson participants should be  Fina Test 1 hour.

ableto - « Discuss Find Test .5

* determine if they are ready and capable to begin hours

the planning process » Exercise 15 minutes

» successfully complete the final test. Equipment/Supplies:

*  Overhead projector,
screen, markers and

flip chart.
Speaker Notes
This is an overview slide of the cour se summary lesson. Briefly review what will be covered in this last
lesson:

» community self-evaluation - action planning and assessing community capacity
* classreview - materials presented in this course, test overview, questions

* final test - see how you did compared to the pre-test

* discussion/wrap up- review test results

n
g
/p]
5
P
>
@
=
=
-
D]
D
Q
-
Q
O
(00]
c
;
—

I nstructor Manual Page 96 Department of Community and Economic Devel oppment



08/29/2000 Utility Planning - Advanced

Lesson 8 Course
Summary

Lesson 8

L esson 8: Course Summary

Length: 4.5 hours

Community Self-Evaluation

Community Self Evauations 1 e Class Review
hour )

Class Review .5 hours Fl_nal T@t
Fina Test 1 hour. e Discussion

Discuss Fina Test .5 hours
Exercise 15 minutes

The last lesson covers the following
topics:

Community self-evaluation -
action planning and assessing
community capacity

Class Review - materials
presented in this course, test
overview, questions

Final Test - see how you did
compared to the pre-test

Discussion/wrap up- review test results

Slide 96

L ear ning Obj ectives

To review the next steps to be taking in planning and assessing planning needs. To provide a
review of what was covered in the course.

After completing this lesson students should be able to:

determine if they are ready and capable to begin the planning process
successfully complete the final test.
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Instructor Tips ‘
Community Self-Evaluation

» The community self evaluation is intended to help - Action Planning

* Assessing Community Capacity

students determine what they need to do to even
begin to use the guidebook and start into a planning
process.

| deas for Real Life Examples
* Relate a story about acommunity that started into a

plan but realy shouldn’t have or about a community Potential Discussion Questions
that launched into a project when they really should « Where are you in your community’s planning
have done some planning. effort?

» Have you determined if you are ready to start
the master planning process?

Speaker Notes

This section presents details on completing acommunity self-evaluation and what is involved in action
planning and assessing community capacity.

The bulk of the information that we have to present has been presented. But when giving this class in the
past, the following questions always come up “ | understand the class materials, | am just not sureif our
community is ready to launch into a planning process. Arewe even ready to pick up the guidebook and start
aplan? How do | get my community from where we are today and into a planning process” To help you
answer those questions we will cover afew important topics to help you determine where your community
is a and what you need to do to start your plan.

There are two main topics we will cover:

Action Planning. In the action planning unit we will try to identify discrete actions that you and your
community can taketo get your community ready to begin planning.

Assessing Community Capacity. 1n the assessing community capacity discussion, we will try to lead
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Community Self Evaluation

What is involved in action planning
and assessing community capacity?

The bulk of the information on this

topic has already been presented. ) )
However, in the past, the following * Action Planning
questions have come up: e Assessing Community Capacity

“| understand the class materials,
| am just not sure if our
community is ready to launch into
a planning process.”

“ Are we even ready to pick up the
guidebook and start a plan?’

“How do | get my community
from where we are today and into
a planning process?’

The two main topics covered in this
section to help you answer the above
guestions are:

Planning for Utilities

Community Self-Evaluation

Slide 97

Action Planning. How to identify discrete actions that you and your community can take to get

your community ready to begin planning.

Assessing Community Capacity. How to determine if your community is capable of doing a
master plan and owning, operating, and maintaining awater and sewer system.

Department of Community and Economic Development
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I nstructor Tips

* Note to students that we have comefull circle. We
are again talking about those things they need to do
and think about to “ Get ready to plan.”

* IMPORTANT: Pass out the action planning
exercise at the beginning of the lecture.

| deas for Real Life Examples

* Paint a hypothetica scenario of where you think
the student’ s communities are in the spectrum of
being ready to start a planning process.

Speaker Notes

Action Planning

*1s your community ready to start
planning?
« Action planning requires efforts to:

Potential Discussion Questions

* Has anyone done an action plan? What did
they include in the plan?

included in the process.

should do them, and when they should be done by.

*What should | do to prepare my action plan?

This section presents details on action planning - the definition of action planning and key elements

*What is action planning? It is the plan for what my community needs to do over the next 1-12 months to
be ready to start into our planning project. The plan should identify what actions need to happen, who

» Conduct an assessment of the community’ s capacity to build, operate and maintain the system they

have chosen.

* Ensure that the community has the necessary resources to carry out the Master Plan and operate

the system.

Conduct Exercise 18 Action Planning

through the action planning steps.

* Provide the necessary training for staff to do the work required of the Master Plan.

Pur pose of Exer cise - to assist studentsin conducting a “ self-evaluation” asthe lesson progresses

I nstructor Manual Page 98
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Action Planning
What is action planning?

It is the plan for what my community
needs to do over the next 1-12
months to be ready to start into our
planning project. The plan should
identify what actions need to happen,
who should do them, and when they
should be done by.

What should | do to prepare my
action plan?

Conduct an assessment of the
community’ s capacity to build,
operate and maintain the system
they have chosen.

Ensure that the community has
the necessary resources to carry
out the Master Plan and operate
the system.

Provide the necessary training for

Action Planning

* |s your community ready to start
planning?
 Action planning requires efforts to:
— assess community capacity

— ensure resources to do the plan are
available

— provide necessary training

Planning for Utilities Slide 98

staff to do the work required of the Master Plan.

Department of Community and Economic Development Student Manual Page 98



Utility Planning - Advanced

09/06/2000

)
o
7y
o)
Z
>
3
S
S
3
0p)
)
5
S
0
c
i
—

I nstructor Tips

* Use this slide to reiterate the points that come
under community capacity. If the community does
not have the capacity to do the plan will they have
the capacity to operate and maintain the system?

» Make sureto point out the questions in Exercise 18
that deal with this topic.

| deas for Real Life Examples

» Talk about planning project that have failed
[succeeded] because of acommunity capacity issue.

Speaker Notes

Capecity

* What is meant by community
capacity?

* Why is it important?

* What kind of organizational
structure, skills and resources do you
need?

Potential Discussion Questions

» Now that you have taken the course, what
kinds of skills, resources etc do you think you
will need. Do you have thesein your
community? What additional skills or
resources do you need to get?

This section reviews the concept of community capacity first introduced in this course in the section called
“ Getting Ready to Plan” lesson. Review the following key points:

o \What ismeant by community capacity? You will need to perform an assessment of your community to
determine its capacity to respond to the planning, construction, operation and maintenance aspects of a
sewer or water system. In planning for sanitation improvements, acommunity must determineiif it is able to
build, operate and maintain a project. It is agood ideato decide this before you launch fully into a plan to

build something.

» Why isit important? How doesit affect the ability to plan, construct, operate and maintain a water and/or
sewer system? Assessing your community’s ability must be done early in the planning process and re-
evaluated throughout the process. Knowing your community’s abilities is akey consideration when
selecting the preferred aternative. Many projects have been planned, designed, and constructed when later
it was determined that the community did not have the capacity to run the system or improvement.

» What kind of organization structure and resour ces do you need? It is difficult to plan, construct and
operate a system in you do not have the necessary skills and resources. It may be also necessary to review
and make recommendations for management changes to meet the challenge of planning, building, and
operating a system before you even begin to plan for that system. Be sureto clearly define utility system

staff roles and responsibilities.

I nstructor Manual Page 99
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Assessing Community Capacity

The concept of community capacity

was first introduced in this course in Assessing Community
the section called “ Getting Ready to

Plan” lesson.

Capecity

What is meant by community e What is meant by community

capacity? You will need to perform capacity?
an assessment of your community to e Why is it important?
determine its capacity to respond to '

the planning, construction, operation e What kind of organizational

and maintenance aspects of a sewer structure, skills and resources do you
or water system. In planning for o

sanitation improvements, a need”

community must determineif it is
able to build, operate and maintain a
project. It is agood ideato decide
this before you launch fully into a
plan to build something.

Why isit important? How doesit
affect the ability to plan, construct,
oper ate and maintain a water and/or
sewer system? Assessing your
community’ s ability must be done Siide 99
early in the planning process and re-

evaluated throughout the process. Knowing your community’ s abilities is a key consideration
when selecting the preferred dternative. Many projects have been planned, designed, and
constructed when later it was determined that the community did not have the capacity to run the
system or improvement.

What kind of organization structure and resour ces do you need? It is difficult to plan, construct
and operate a system in you do not have the necessary skills and resources. It may be also
necessary to review and make recommendations for management changes to meet the challenge
of planning, building, and operating a system before you even begin to plan for that system. Be
sure to clearly define utility system staff roles and responsibilities.
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| nstructor T|pS ‘
Community Capacity

* Try to help students start to think about the types * Workforceavaibe

. . . . . .  Trained & skilled workers
community capacity issues they might have in their « Community support
community that should be overcome before they e
start to plan.

*Make sure to point out the questions in Exercise 18
that deal with this topic.

|deas for Real Life Examples

» Talk about planning project that have failed Potential Discussion Questions
[succeeded] because of acommunity capacity issue
related to labor availability. * Now that you have taken the course, what

kinds of workforce do you think you will need.
Do you have these people in your community?
What additional people do you need to get?
Who should be responsible to find those
people?

Speaker Notes

This section discusses in more detail the four key aspects of community capacity.

As each community assesses whether or not they are ready to plan, they should ask themselves the following
guestions:

*Workforce Availability. Arethere people in the community that could do the work? Do you know who
they are and their interest in the project? In some communities there are too few people to administer the
project. This assessment is critica for both Step 1 in the planning process and aso in Step 5 Putting the
Plan into Action. What actions do you need to take to make sure the necessary workforce is available?

*Trained and skilled workers. Even if you have enough people to do the work, do they have the training,
expertise, and skills to do thework? They may need special training or education to do the job effectively.

*Community support. Can the community support people to do thework? I s village or city budget adequate
to pay staff salaries and benefits? |s there aplace for them to work (city office, etc)? If training is needed,
does the community have the ability to pay for it?

*Organizational structure and resources. Does the community have the structure and policies in place to
run asystem? |s the organization clear and does everyone know their role in the process? Have funding
sources been secured for both the planning and construction parts?
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Community Capacity

There are four key aspects of
community capacity.

Community Capacity

As each community assesses whether
or not they are ready to plan, they
should ask themselves the following
guestions:

Workforce available
Trained & skilled workers
Community support

Wor kforce Availability. Are there
people in the community that could —
do the work? Do you know who they Organlzamlgnal structure and
are and their interest in the project? resources in place

In some communities there are too
few people to administer the project.
This assessment is critical to both
Stepl in the planning process and
also to Step 5 Putting the Plan into
Action. What actions do you need to
take to make sure the necessary
workforce is available?

Trained and skilled workers. Even if
you have enough people to do the

work, do they have the training, Siide 100
expertise, and skills to do the work?

They may need specid training or education to do the job effectively.

Community support. Can the community support people to do the work? Is village or city budget
adequate to pay staff salaries and benefits? |s there a place for them to work (city office, etc)? If
training is needed, does the community have the ability to pay for it?

Organizational structure and resources. Does the community have the structure and policies in
place to run a system? Is the organization clear and does everyone know their role in the
process? Have funding sources been secured for both the planning and construction parts?
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I nstructor Tips

* Try to help students start to think about the types
community capacity issues they might have in their
community that should be overcome before they
start to plan.

» Make sureto point out the questions in Exercise 18
that deal with this topic.

| deas for Real Life Examples
* Tak about planning project that have failed

[succeeded] because of acommunity capacity issue
related resources availability.

Speaker Notes

Adequate Resources

Adequate resources can be defined in
many ways

Potential Discussion Questions

» Now that you have taken the course, what
kinds of resources do you think you will need
to do your plan? Do you have these financial,
personnel, or physical resources in your
community? What additional resources do you
need to get? Who should get the resources?

and maintain the system we have selected?

need to hire a consultant?

This section presents details on the differing types of resour ces acommunity will need in order to be
successful. As before, review the following questions with students:

*Financial Resources. Now that we have completed the Master Plan, do we have funding to build, operate
*Personnel Resources. Do we have the ability to pay staff? Does staff have the time and expertise? Do we

*Physical Resources. Do we have physical resources - computer, office equipment, office space?

I nstructor Manual Page 101
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Adequate Resour ces

There are different types of r esour ces
a community will need in order to be
successful.

Financial Resources. Now that we
have completed the Master Plan, do
we have funding to build, operate and
maintain the system we have
selected?

Personnel Resources. Do we have
the ability to pay staff? Does staff
have the time and expertise? Do we
need to hire a consultant?

Physical Resources. Do we have
physical resources - computer, office
equipment, office space?

Adequate Resources

Adequate resources can be defined in
many ways:

— Financia Resources

— Personnel Resources

— Physica Resources

— Consultant Resources

Planning for Utilities Slide 101

Department of Community and Economic Development Student Manual Page 101



Utility Planning - Advanced 09/06/2000

Instructor Tips References
. SPG Pages 31-34 Funding aPlan

* Review Technica Appendix D for details on Dowehaveal thefunding o

resources weneed?

funding sources - includes the list below as well as + SPG Technica iriijer—
additional sources. Appendix D. - FuntingSowces
«Make sureto point out the questions in Exercise 18

that deal with this topic. T e

« Other

&

|deas for Real Life Examples

* Reiterate some of the sources for funding a plan. Potential Discussion Questions
From your experience how much do communities
need to do aplan? * Have you lined up funding for your plan?

Where can you get funding? Who do you need
to call. Who will make the call.

Speaker Notes

This section presents details on funding a plan. Discuss the difference between funding a plan and
funding construction. Review possible funding sources with students

*Funding a Plan. Funding for planning the project - the Master Plan - is now replaced with funding
construction. The master plan established the long range direction for the utility. Now the community
should be prepared to secure funding for each phase of the project as outlined in the Master Plan. You
should know when money will be needed for the projects, whereto get it, and when grant or funding
applications are due.

*Funding Sources:
* Village Saf e Water
* Alaska Native Tribal Health Consortium
* RDA
* CDBG & ICDBG
*BIA
* Capital Matching Grants
* Other
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Funding a Plan

This section presents details on
funding aplan. Thereis abig
difference between funding a plan
and funding construction.

Funding a Plan. Funding for
planning the project — the Master
Plan — is now replaced with funding
construction. The master plan
established the long-range direction
for the utility.

Now the community should be
prepared to secure funding for each
phase of the project as outlined in the
Master Plan. You should know when
money is needed for the projects,
where to obtain it and when the grant
or funding application is due.

Funding Sour ces:.
- Village Safe Water

Alaska Native Triba
Health Consortium.
RDA
CDBG
BIA
other

Funding a Plan

Do we have dl the funding or
resources we need?

— Planning funding vs. construction
funding.

— Funding Sources
* Village Safe Water

» Alaska Native Tribal Health
Consortium

* RDA

» CDBG & ICDBG

* BIA

* Capital Matching Grants
 Other

Planning for Utilities Slide 102
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I nstructor Tips

» Make sureto point out the questions in Exercise 18
that deal with this topic.

| deas for Real Life Examples

» Talk about planning project that have failed
[succeeded] because issue related untrained people
running the plan.

Speaker Notes

o

Do we have dl the expertise we need
to run the utility?

— Utility Management Training Series

— Planning for Utilities Workshop

Potential Discussion Questions

» Now that you have taken the course, what
kinds training do you think you will need to do
your plan? Do you have trained personnel in
your community that can do the planning?
What additional training do you need to get?
Who should get the training?

available from state and federa agencies.

Training
Alaska Municipal League.

* Record Keeping and Payroll Training

This section presents training oppor tunities. 1n many instances, staff will need training in order to
successfully conduct your plan or operate and maintain the utility. Briefly review the different programs

« Utility Management Training Series. The Rural Utility Business Advisor (RUBA) program offers a utility
management training series with courses on organizational management, personnel management,
operational management, financial management and planning management. Financial Management

» Council Training: Rolesand Responshilities. This courseis offered by DCED in cooperation with the

* Certified Operator Training for Primary and Backup Operators

 Clerk’'sTraining. This courseis offered by DCED in cooperation with the Alaska Municipal League.
* Planning for Utilities Workshop. The course you are currently enrolled in!

I nstructor Manual Page 103
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Training Opportunities

In many instances, staff will need
training in order to successfully
conduct your plan or operate and
maintain the utility. There are
different training programs available
from state and federa agencies.

Utility Management Training Series.
The Rural Utility Business Advisor
(RUBA) program offers a utility
management training series with
courses on organizational
management, personnel management,
operational management, financia
management and planning
management.

Financial Management Training.

Council Training: Rolesand
Responsibilities. This courseis
offered by DCED in cooperation with
the Alaska Municipal League.

Certified Operator Training for
Primary and Backup Operators.

Record Keeping and Payroll Training.

Do we have dl the expertise we need
to run the utility?

— Utility Management Training Series
(RUBA)

— Financia Management Training

— Council Training: Roles and
Responsibilities

— Certified Operator Training for primary
and backup operators

— Record Keeping and Payroll training
— Clerk’ s Training

— Planning for Utilities Workshop

Planning for Utilities Slide 103

Clerk’ sTraining.This courseis offered by DCED in cooperation with the Alaska Municipal

League.

Planning for Utilities Workshop. The course you are currently enrolled in!
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I nstructor Tips

* Refer to the examples you bring as you move
through the lesson. Point out the differences
between RFPs, SOQs.

» Make sureto point out the questions in Exercise 18
that deal with this topic.

| deas for Real Life Examples

* Bring copies of Request for Proposals, Statement
of Qualifications, and Scopes of Work, including
project budgets and schedules, from existing
(completed) master plan projects.

» Talk about planning project that have failed

Hiring a Consultant

Wedon' t haveal the expertisewe
need to prepare the plan.
— What is the process for retaining a

Potential Discussion Questions

» Have any students worked with consultants
before? Why did their community choose to
hire one?

*Were you involved in the hiring process?
What did you learn from it?

[succeeded] because of having the wrong or no
consultant.

Speaker Notes

This slide presents information on when acommunity might want to hire a consultant. Key steps for
students to understand include:

» How do we go about retaining a consultant? Develop a statement of qualification and/or request for
proposals that defines the help you want. Clearly define the need for the project - before you begin the
consultant selection process, be clear about the scope and nature of the project. Include adescription of the
selection process.

» How do we know they ar e qualified to do the work we need done? Get consultant recommendations from
other rural communities. Compare notes with other communities that have used consultants for a master

plan and find out what has worked well and what has not. Check references and ask around about
prospective companies. Interview prospective companies to seeif you can work together.

» WWhat about cost? Obtain severa cost estimates.

» What isthe consultant’srole in the project? Remember the consultant is working for you not leading the
effort. The community is in charge of making decisions.

In addition to the above steps, each community work group and planning coordinator should also know the
law. There may beloca laws and regulations regarding the selection of consultants. If you have questions,
consult your lega counsel.

Be sure to confirm leadership commitment and agree ahead of time that the project should be undertaken.

How do you know when to hire a consultant?

» staff is too busy

» staff needs technical/expert help

* project requires an objective evaluation of acomplex situation that is too emotional for the community
» consulting the work out will avoid unnecessary legal obstacles
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Hiring a Consultant

When will acommunity want to hire
a consultant?

How do we go about retaining a
consultant? Develop a statement of
qualification and/or request for
proposals to define the help you want.
Clearly define the need for the
project. Be clear about the scope and
nature of the project. Include a
description of the selection process.

How do we know they are qualified to
do the work we need done? Get
consultant recommendations from
other rura communities. Compare
notes with other communities that
have used consultants for a master
plan and find out what has worked
well and what has not. Check
references and ask around about
prospective companies. Interview
prospective companies to see if you
can work together.

Hiring a Consultant

We don’ t have dl the expertise we
need to prepare the plan.

— What is the process for retaining a
consultant?

— How do we know they are qudlified to
do the work we need done?

— What about cost?

— What is our relationship with the
consultant?

Planning for Utilities Slide 104

What about cost? - Obtain severa cost estimates.

What isthe consultant’ sroleinthe proje@ Remember the consultant is working for you not
leading the effort. The community is in charge of making decisions. 1n addition to the above
steps, each community work group and planning coordinator should also know the law. There
may be local laws and regulations regarding the selection of consultants. If you have questions,

consult your lega counsdl.

Be sure to confirm leadership commitment and agree ahead of time that the project should be

undertaken.

How do you know when to hire a consultant?

staff is too busy

staff needs technical/expert help

project requires an objective evaluation of a complex situation that is too emotional for

the community

consulting the work out will avoid unnecessary lega obstacles
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| nstructor T|pS ‘
Class Review

» Use this slide to recap the entire course. - Quick reviow thelessons bforethe

test

« Chance for questions

Potential Discussion Questions

* Ask students if they have any questions about
the materia covered in the course.

Speaker Notes

Lesson 1. To understand the basic outline of the DCED Utility Training program and the outline of the 8 Lessons
that make up the Utility Planning Course. Students learned to identify the 6 courses that make up the DCED utility
training program; identify and briefly describe the 8 training lessons that make up the Utility Planning Course.

Lesson 2. To help participants understand what planning is, why it is important, and what it will take to have a
successful planning process before they begin to plan. You should have learned to define what planning is and why it
is important; identify the keys that will make their planning efforts a success; define stakeholders; know why to form
awork group; understand what community capacity means and how it applies to planning.

Lesson 3. To help participants understand why it is important to identify specific issues/problems in the community
early in the process, how to set goals and objectives for the future, and how to collect the right information. You
should have learned to understand how to identify a problem and how to set goas and objectives; describe how to
collect technica information; use maps; understand forecasting techniques.

Lesson 4. To help students learn how to create sanitation plan alternatives. You should have learned to create ideas
and form dternatives; create dternatives that provide useful comparisons in technologies or locations; screen or
eliminate alternatives that are infeasible or unredlistic.

Lesson 5. To help students learn how to evaluate a set of dternatives. To learn how to organize the dternatives so
they can be evaluated efficiently and effectively. You should have learned to evaluate arange of alternatives using
the criteria specified in the lesson; effectively organize and present choices for consideration; understand the terms
“evduate’ and“ criterid’ ; be ableto identify severd criteria.

Lesson 6. Selecting a preferred alternative is about making a decision. Students should understand what has led up
to this point in the planning process and how to determineif their community is ready to make a decision. You
should have learned to understand terms like preferred aternative, preliminary engineering and capital; improvement
program; know what belongs in a CIP, draft master plan, and final master plan.

Lesson 7. Putting a plan into action is an important part of the master planning process. Students should understand
what it takes to implement amaster plan. You should have learned to understand what has to happen before
construction, during construction, and after the project is built; generally grasp the concepts of project management,
permitting, and preventive maintenance
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Class Review

Lesson 1. To understand the basic
outline of the DCED Utility
Training program and the outline of
the 8 Lessons that make up the
Utility Planning Course. Students

Class Review

learned to identify the 6 courses * Quick review the lessons before the
that make up the DCED utility test

training program; .

Lesson 2. You should have learned * Chance for questions

to define what planning is and why
it is important; identify the keys
that will make their planning
efforts a success; define
stakeholders; know why to form a
work group; understand what
community capacity means and
how it applies to planning.

Lesson 3. You should have learned
to understand how to identify a
problem and how to set goals and
objectives; describe how to collect
technicad information; use maps;
understand forecasting techniques.
Lesson 4. You should have learned Slide 105
to create ideas and form
aternatives; create aternatives that provide useful comparisons in technologies or locations;
screen or diminate dternatives that are infeasible or unrealistic.

Lesson 5. You should have learned to evaluate arange of aternatives using the criteria
specified in the lesson; effectively organize and present choices for consideration; understand
the terms “ evaluate” and “ criterid’ ; be able to identify severd criteria.

Lesson 6. You should have learned to understand terms like preferred aternative, preliminary
engineering and capita; improvement program; know what belongs in a CIP, draft master
plan, and fina master plan.

Lesson 7.. You should have learned to understand what has to happen before construction,
during construction, and after the project is built; generally grasp the concepts of project
management, permitting, and preventive maintenance
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* Provide an overview of thetest procedures, types IO ot

of topics, types of question (true false, multiple Q&.

choice) etc.

Exercise 19 Final
Test
Potential Discussion Questions
* Ask students if they have any questions about
the test before they begin.
Speaker Notes

In this section, go over the final test instructions.

* Tell the students that the Final Test is atool for assessing their understanding of utilities management
planning after the course. It is designed to cover arange of planning concepts.

» Students should now be familiar with planning and should score better on it than they did in the pre-test..
» The godl is to test what they know after being presented with the course information.
* Thetest is closed book and contains 50 questions.

* Students have 45 minutes to complete the test. Once everyone has completed the test, take another 15
minutes to review and discuss the answers and any questions.

Conduct Exercise 19 Final Test
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Final Test

TheFinal Test is atool for assessing
your understanding of utility planning
after the course.

It is designed to cover arange of
planning concepts.

Test Overview

Goal is to test what you learned in
the class

Open Book

50 Questions

You should now be familiar with
planning and score better on the final
test than you did on the pre-test.
Thetest is closed book and contains
50 questions.

Students have 50 minutes to complete
the test.

Once everyone has completed the
test, there will be an opportunity to
review and discuss the answers and
any questions.
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» Administer the test, watch the time so ! Gemertis
there is an opportunity to review the test e ——

the training course!

and student comments.

|deas for Real Life Examples Potential Discussion Questions

Speaker Notes

In this section, review test questions with class.

Conduct class evauations.
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Discussion

Test questions will be reviewed with
class.

Class evaluations.

* Review test questions
 Class evauations

Congr atulations you have completed
the training cour se!
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